ED 109' 435 



INSTITUTION ' 
SPOlifS AGENCY 

NOTE 

EDP.S PRICE 
DESCRIPTORS 



DOCUMENT RESOflE 



95 



• . CE 004 280 

B'.O.P*^ Inc*^: A Simulated Mortgage and Loan office;,. 
.Exemplary -Project in. Vocational Education: Stiide^nt/.s 
Manuals . ■, ^ , 

Bingham County Career yEducation^. Blackfogl^Idaho*. , 
Bureau of Occdpational, and Adult Educat/on09HEW/OE)'r 
Washington/ D.C;^. . " 

132p*;.For related" -dQCiime^At" see CE 004 281 . 

■hF-$0.7.6 HC-$6.97 PLU5^ P05TiGS,."^ . ^ ^ 
Business Skills; Finance ^Occupations; ^♦In'Str.a^tipnal 
Materials; Job Ski;Lls ; ^*Mamials ; .Moti.l!^ .BdAicaL^tional 
Services; *Office Occupa'+iionTs EdUc^f ion-; • ^O^f fip^-^ 
Practice; *Secoadary Education;. .Si-m-jila'^t-eS' " ' ' 
Environment; *Sim'Ulatiou.;'^ill'''Develppmenti . Ta-s^-- 
Pe3;f qrmance ; Teaclt^ng""Methods ; Work Experience 
Programs ^ - • 



ABSTRACT 



BOP/*. InC'.. a* mobile'' educational service that, "places ^ 
the" -student' in a simulated «ortga-ge and ,loan office to provide a « / '/ 

^.:^ealistic of-fice learning environjnent The student manual ope^is with 
a bri^f reference information section on: the purposes of ait^ of f ice 
sipilation^ an explanation of a mo^JLgage loan office, an ou4:li!ie of 
^ normar business functions/ a * lis-ting- of worl^ attitades, r^ies ^fdr the 
" office, ah outX'^iie of wort-evaluation standards/ a di^scussipn ofi . / 
office debriefin^s and pui)lic relations, and a glossary^of moftgiage ' - 
^nd 'I^'oan t^rws. ^fhe^ -remaining two-thir^^^f the dpcum^at cotttcLitis jp.b* . - 
idescyriptions, otjtlined^ procedures, task , sheets ajid in^stjruqt jTonairV. ^ , 
V^.HiatVtials for the BOP positions' of : vice .preside'nt; -e'iecutikv^fe^ " ^ ' I, - 

**seCre^r ^~adnidji:istr^tive 'ags'"istalit,JreceptiDnist^, ,.cashier,^po:St^^^ • 
*'; ajiii'-t'a^/gljeifk;".' and., insurance clerk, (BE) ■ ~ 1,.- - V' K 
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A. Purposes of Simulation 

Simulation is not a new concept in education. It has been around for m,any years. y 
You very likely used it as a child when you were growing up. You assumed the 
role of one of your parents, the nurse., or a fire chief. Simulation is a very 
real part of "our learning process. ^ . . . . ' . 

Webster says that simulation is "to assume Ihe appearance of . . ." With BOP, INC. 
we are assuming the appearance of an office; and in order to succeed, we must get 
. realistic reactions from the participants. It takes a lot of preparation to get 
this kind of response. Imagine the background and effort that goes into a space 
shot simulation, a national emergency simulation, or an office simulation. 

Our purpose in simulating an office- is to get you, the potential office workers 
' used to working in an office. You are a part of a real office organization. The 
only time you will become anything other than an office worker is when you become 
the Administrative Assistant;. you then act as the outside world. You may 
simulatea telephone operator, a customer, or a banker down the street. You will . 
be given ample instructions at the time. . '• ^ 

The BOP, INC. simulation was copied from an actual mortgage loan office— Utah 
Mortgage Loan Corporation of Logan, Utah. Four simulation experts entered the 
offices of U.M.L.C. and interviewed each worker at hi^work station. Tnese 

' workers were asked questions abdut their positions and how they related to the 
overall operation of the office. The simulation team collected procedures and 

< forms, etc. From this exciting beginning 6ame the scripts, tapes, manuals, task 
sheets, equipment, and positions that you will work with while you are in BOP, 
INC.. Simulation offers some exciting avenues to office learning. 

B. N The Mortgage Loan Co mpany Explained 

A mortgage loan company provides mfiney for the purchase of homes and property or 
both This company obtains the money it loans to borrowers from investors. 
These investors aro usually large insurance and investpient companies, me 
Mortgage Loan Company makes a profit from "buytng" mon'ey from, these investors and 
"selling" it to bo- rowers at a sligh.tly higher rate of interest. 

When a couple decides to buy ,a' home,' they 'usually contact a real estate broker 
who shows them several homes. When the couple decides on a home to buy, tney 
may select a mortgage loan company where they can receive a loan at the- lowest 
possible rate of interest. The couF>1e is interviewed by an of^icia^of the can),,, 
company and, that official makes a decision as to whether a loan should be made 
or not. , 

If atceptable to all parties, the. loan i* then made to borrov^er for' payment on 
the home.. A welcome letter is s^nt from the Mortgage Loan Company to the 
borrowei? along with payment information and a set of Coupons < one of which is 
to be returned with each monthly payment. ' ' 

r 
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Each month tire' borrower writes a check for the amount of the payment, attaches 
it to the coupon for that month and sends it to the mortgage company. The^ 
Ca-shier at the mortgage company receives the check and coupon. The check is then 
deposited in the bank, and the coupon is sent through the company's system and 
posted to'4:he borrower's account. *^ 



In most states it is possible for the borrower to pay fire and hazard insurance 
and property tax premiums together with the mortgage payment. These funds are 
kept in reserve accounts with the mortgage company until the payment for eatn 
comes duo. This enables the borrower to pay the same payment each month and^ 
not have to makt a large payment for insurance or taxes when each comes due. 

A mortgage loan institution enables many individuals to purchase homes when 
they would otherwise be forced to re^t all their li^v.es. A mortgage loan 
institution performs a very important function in our economy. 

A. An Outline of the Normal Business Functions . 

1. Couple wants to buy a home 

a. '.'Contact realtor and explain . • . » 

B. Realtor finds several alternatiees to select from ^ ^, 

c. Couple makes decision on home they v/ant to buy ^ 

2. Financing the purchase of the home 



a. flortgage loan Company selected 

(1) Couple interviev/ed by Vice President to ^termine credit 
standing -and ability to handle the loan \ 

(2) Couple passes as to credit rating and ability to handle 
the Toan 

(3) Money is loaned by an insurance company through the 
mortgage loan company (money changes hands) " • 

b. We-lcome letter, coupons,' and other information sent to borrower 

r 

Cycle of 'the coupon * - * * 



>1 



Borrower writes check and sends the i:oupon to mortgage loan company 
Cashier at mortgage loan. company receives check and coupons-- 
detaghes check from 'coupon--prepares deposit slip--|irepares daily 
summary md recap--posts to investors' ledgers 

Coupon, taken to Postinct. and Tax^pierk from Cashier— processes coupons 
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V (1)- Enters information on borrov/er's ledgers '^^ v^, 

(2) Cycle completed 

4. Flow of funds . . ' ' 

a. Money received from borrower 

b. flortqage loan company separate funds (insuy?ance reserve, tax reserve, 
, principal payment, and interest payment) mortgage loan takes a . _ 

share. of the interest for administrative purposes 
. . . c. floney sent periodically to investors 

'd. Investor periodically pays loan company for services 
p. Insurance premiums are paid annually • ' 

9^. f. Tax assessments are paid annually - ^ ' 
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D. Work Attitude . • , • 

The simulated office is designed with you, th^ worker, in mind. Wherever 
possible it is furnished with the latest in office equipment and .furniture.. 
There has been a concerted effort- to provide you with the environirient and 
atmosphere which is found in the office. 

BOP, INC. is a company which is in business to serve the public and must make 
a profit for the services it renders.. You are. expected to contribute to that 
profi.t. If your conduct or work detracts /rom that profit, you can consider 
your job in jeopardy. You are! expected to help establish a working atmosphere 
of relaxed, industrious efficiency. There should be a feeling of team effort 
in completing the day's work^ 

Decision-:making and the ability to follow instructions are some attributes that 
will contribute most to the success of your job. These' two items are listed 
high as the most needed attributes of beginning office Workers. The Vice 
President is your student boss of the BOP OPERATION. In order to perform his 
duties effectively, he must insist upon quality workmanship from all office 
workers. He must do this in spite of personalities or friendship. 

Assume your position, play the role and^do the work as an office worker should. 
Your contribution to the office atmosphere is very important, flake certain 
your part of the team effort is effective and satisfying. 

E. Ground Rules ^ ^ * 
1 . Breaks • o 



A break will be scheduled each day while you are working for BOP, INC. 
There are several reasdns why the break will be scheduled: 

a. You need to practice leaving your work and coming back to it with 
a minimum amount of lost timel ^ 

b. You should practice communicating with^other members of the 
office staff. Most of your office tim? is spent With "business 
talk;" some of your time should Involv? "personal talk." Make 
^n effort to become acquainted witf^ all members of the simulated 



While you are on your break, relax as much as you cair, take care of 
your personal^ needs and get back to work as quickly as possible. Do 

not get involved, in gossip,. ex^tended breaks without permission, or 
activities which are unbecoming to an office worker*^ 



You are expected to be present at all- times just as you would be in an 
actual office. The proper functioning of the bffice depends on the 
presence of all office personnel. If absence is necessary; make 
certain that either th6 Vice President or P*?ipsident is notified. 
Abaences will affect your grade and salary.;^ ^ • 



c. 
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Absence^ 




3. T'ardies * \ 

#^ 

Une)^pectGd tardies will affect your grade and salary. Keep them at 
a minimum. r 

4. Chain of command 

Read through your^terials carefully and use your own initiative in 
solving problems. If you still have questions, refer the matter to 
your Vice Presddent who in' turn may go to the President. . 

5. Dress 

People gain an impression of you the first time they s'ee*j^ou. On this 
basis you are frequently judged fcefore you have had an opportunity to 
speak. V ' ^ 

Good piersGnal afJoearancs includes the proper selection and care of 
clothes. Clothes to be V/orn for business should be appropriate, neat, 

'^Mnd becoming. The stales should be attractive and yet avdid extremes. 

. ^"^Good appearance is important in getting and keeping a job. ' ( 

F. Evaluation • ^ 

l^ile you are woi^king with BOP, INC., you will be evaluated on the quality and 
quantity of work,, ability to follow instructions, starting work without being 
told, diligence, judgement, initiative, responsibility, attitude, promptness, 
response to supervision^ahd instruction, courtesy, cooperation, relati^nsA 
with co-workers and app^jarance. Your ^evaluations will be completed by y^ur 
Vice President. I" - ' ' * 

The President will also copcfuct a constant evaluation of your performance while 
you are at each obsition. This evaluation will be based on the above factors 
or those .listed below: 

I. The work you produce. Remember iTyou would not be proud to sign your 
name to a piece of outgoing correspondence, it is not of mailable 
quality. „The Vice President has the responsibility for seeing that the 
correspondence will mee'. the Standards of mailability outlined below. 



a. Proper i;ormat 

b. Proper margins 

c. ^ Regular type impressions 

d. Good erasures 

e. Proper purctuat that d:,QZ m ": change oralter the intent of the 
dictater ^ ^ ^ ^ 

f. Transcriptior VmiIci does noc chango the ideas expressed by the 
^ dictator - 

g. No fingerprints, srriidg2s% or' other marks on the paper 

h. No strikeovcrs . ' • o 

i. No misspelled words • ' 
j. No errors in names 

k. Noi errors in figures . • ' . . . 
1. violations of we^l -established grammatical principles 
m. . Mo violat'ioris of the rules for wori division 

n. No violation of capitalization rules ' ^ 
NOTE: Many of the ^errors^jnontioned above can* be corrected to make th^, 
paper mailable so it does n^t have to be retyped'. ^ ^ 
' ^ ^ ^ -4- ^ 



* ,Once the Vice President has approve'd and-signed an item of • 
correspondence, he assumes responsibility for the mai lability -of ^ 
the correspondence and will be graded accordiRgly. 

' ,2. Carbon C(|pi^ of ^alT letters you type along" with alf other work you 
'C^iiiplete wiVl be placed in your folder, and the conteats of your 
• • folder will be eyal.uated periodically. ' » 

f - ' , * '\ » . . 

'3. The telephone introduces, a new form of evaluation. Wherever it is 
\ • , p6ssib1e, your system will be equipped with facilities to record all 

conversations. Some of these may be both audio and video. If your 
system is so equipped, you will not always kr)ow when you are bejng ..^ 
*i ' ^ - frecordedj but it is conceivable that these recordings .will be ^ ' 

* .evaluated periodically to determine the progress you are making. It ^ 
is also likely that your conversations , will be used in some of the 
debriefing sessions, therefore, you should be aware that anything 
you say may be played back >n class. * . . 

^ ^ 4. You will occasionally be given a rush job. Depending upon the 

> position you are occupying, you will be given some assignments to 
' complete in a given .amount of time. During that time you will be 
interrupted with telephone, ' customer , and employee business. Your 
challenge is to return to your work as quickly and efficiently as possible 
after taking care of the business. When time is up, yoy should return 
the rush job to your instructor and resume your office routine. 

These approaches to evaluation are desi'gned^to measure your capabilities &s an 
office worker. It is hoped that the evaluation will assist you in becrfHi^Ogs • 
a competent office worker'. 

G. Debriefinqs * \ ^ 

Debriefing is not a normal function of an office, but is very important as a 
step in the instructional process. It is designed to bring immediately to 
the student's attention his strengths and weaknesses in the office environment. 
Such characteristics should deal with skills oV attitudes," Some debriefings 
1 • will incluxie everyone'in the office while others will be held on an - 
individual basis. 

The object of the debriefing sessions is to handle problems by providing for 
' * a group discussion. The discussion period is designed for the student. Here 
' is an opportunity for you to speak and give your ideas on how to improve office 
conditions. 

Debriefing sessions will be held as necessary. You will find the debriefing 
'sessions of great help to you in .improving your office effectiveness 
^ providing j(ou contribute your part to thgpdi,5cussion. ^ 

H. Public Relations ' ^ 

Because this is a unique educational program, people may be interested in ^ 
visiting whij.e you are working. Your role in any of the positions, except 
receptionist, shouTd be that of assisting in any way you can if necessary, 
however, if no 'assistance is required you should^q^tinue your work. 

-5- ■ 
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Glossar 



AMORTIZATION SCHEDULE . . ? 

The amortization schedule is a table of figures which shows the amount of 
interest and principal for eac"h j^ayment. .It also shows the balance remaimng 
on the loan after the princijbal portion of, each payment has been deducted 
from the previous ■ loan balance.* The details of the loan are raporded across 
the top of "the amortization schedule and the payment, number of the loan is 
recorded down the left margin of each column. This schedule is used for 
posting to the various leydgers. This schedule is also useful for obtaining 
information for the annual statement, early loan payoff. At the present time 
amortization schedules are not commonly used in mortgage loan .companies 
because computers handle this operation faster and more efficiently. -We will 
continue to use amortization schedules in BOP, INC., as access Xo a computer 
'is not' availble. An amortization schedule is still available from mortgage 
loan companies if a customer requests one; 



BORROWER'S LEDGER 



The borrower's ledger is a cumulative payment record for -each borrower. Each 
time a borrower makes a payment, it is recorded on this ledger wit(i the 
amount for interest, principal, loan balance, taxes and insurance also 
listed. The top of the card contains all applicable information concerning 
the borrower. '. 



COUPON 



The coupon is one of the maj% documents used in a mortgage loan business. 
When a borrower receives a lo% from BOP.vINC, ,a set of coupons is sent to 
him stating the amount of the Vyment and when it is due. The borrower 
simply remits his payment (usually in check form but sometimes in cash) to 
'khe loan company along with the coupon. The company then has all of the 
^information necessary to credit the payment to t\)e proper account without 
referririg to any other files.^- BOP, INC. will accept payments without the 
coupon, but" the cashier iitmediatelx makes out' a handwritten coupon so the 
payment may be processed. 

INSURANCE POLICY 

The insurance policy is a contract between an individual and ^n insurance 
company stating coverage, costs , payments, and specific property covered. 
Each loan in .BOP, INC.\ must be covered by irfeurance for the full amount of 
the loan. Each poly:y^'is renewed yearly in BOP, INC. 

INSURANCE RESERVE ' ^ 

In order to provide a more complete service to the custome^TBOP. INC. 
requires that a portion of the monthly payment be placed in a reserve ^ 
account for the payment of the insurance prdmium when it becomes due. 
Approximately two monN:hs before the insurance expires, BOP, will. initiate 
action to renew each policy. Money is then drawn out of this insurance 
reserve and the irvsurance is paid. If the amount in the insurance reserve 
is not sufficientHo cover the cost of renewal, additional money must be 
obtained-from the borrower. . ^ 

, -6- • 
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INVESTOR 



An investor is a money supplier. Funds available for investment ^re 
supplied to a company suqh as BOP, INC. at a particular interest rate. ^ 
BOP, INC. in turnrlends this -money in smaller quantities ito borrowers at 
a higher^'rate of interest. Profit comes from efficfentl|jadministering 
all details concerning loans so thaf all investor requirejnents (insurance 
coverage, tax payments) are fully met. 

INVESTOR'S LEDGER / * ' ' ' ' . 

jThe investor's ledger is a posted record|of the transactions concerning. ^ 
an investor's account. The ledger shows' the principal and interest which 
is being returned on a. regular basis to the investor. A number of ■ 
borrowers are assigned to each 'individual inv.estor, and the payments from 
these borrowers are recorded, to the investor's^ ledger. 

MATURITY DATE ' ' . * * ' ) * 

The maturity date is the date at which a loan is scheduled to be paid in 
full. 

BOP, INC. ^ * 

bop! inc.* is the name of your simulated mortgage loan company. 
MORTGAGE 

A mortgage is the legal paper that secures payment of a debt. Tlie mortgage 
contract is fulfilled u^ion payment or performance in full or beco(nes void 
.upon Jack of performance as prescribed by the contract. Mortgage's are only 
granted when secured by real property. 

POSTING 

Posting consists of machine prinfed, typewritten, or handwritten entries 
on ledgers to give a current accounti,ng of all transactions. 

PROCEDURES MANUAL • . \ 

The p»?ocedures manual is a ba^ic student reference manual, with specific 
procedures for each pos-ition in the office. Each procedures manual 
contains an example of the business forms used. at that .particular position. 

TASK SHEET 

A task sheet is an outlined description of the duties at each position 
for a given period of time. . , , ; • 
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-TAX RESERVE * - 

In order to. provide a more complete service to" the borrower, BOP, INC. 
requires -that a portion of the monthly payment be placed in a, reserve 
account for the payment of property taxes. When taxes ar.e due, BOP, INL. 
writes to the tax assessor (Administrative Assistant) and requests the tax 
assessment for the specific property. Upon rece.ipt of that notice, the 
borrower's taxes are paid from the tax reserve. If the. amount in the tax 
reserve is not sufficient to cover thej&x assessment, additional money ^ 
must b^ obtained from the borrower. 

TICKLER FILE • ' , " . 

A tfckler file is a reminder system arranged chronologicllly. The 
Insurance Clerk in BOP, INC. uses the tickler file as a reminder of current 
expiration-ittes of insurance poli.cies. Each month the file is checked 



expi , 

to determin*action to be taken. 
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VICE PRESIDENT 



TASK SHEET.- Phase II . . [ ' ; •. ' ' 

T. Read the narrativ.e carefully. When ques^tions arise as you work thj^ough 
the t^sk sheet, refer to your Procedures- Manual at your desk.. 

2 'Dictate the fo-llowing letters e^fWyou have outlined -them on ap ^. 
organization for dictation" forir,. ^Follow accepted dictation procedures 

proyided by your teacher*. One gr two of these letters should be. 
dictated directly' to the Secretary if he or she takes" shorthand.. ) - 

a- Memo to<. employees concerning parking problems in' the BOP, INC. 
. lot. Much space is being^ Wasted due to careless parking.- Construct 
the rest of the details. • _ •. ' • , 

s b- -Memo to employees concerning the excelt^work they have been 
'doing. Word has come from the Board of Directors telling that the 

efficiency of the offi'ce has improved considerably in recent months.; 

Construct- the rest of the details. , " ^ 

c Letter to the governor' of the st^te asking him to. speak at your 
monthly Lion's Club meeting. You a?| the chairman of the Program 
■ Committee.. The meeting is about fou| weeks away. You are to 
construct the rest of the details. ^ ■ •. 

3^ You and the Executive. Secretary are to work together to complete a 
rough , draft of the payroll and salary register. The breakdown is as 
follows: .1 ' 

Vice President $600.00 per month 

Executive Secretary 450.00 '| |^ 

■ Receptionist/Adm. Asst. ^ 425.00 

Cashier ' 400^00 ;; ;; ^ - , 

Posting and Taxing Clerk 375.00 

Insurance Clerk 350.00 " . 

The 'monthly payroll tax schedu'.e assists in computing all tax deductions. 
See Procedures Manual for details about how to use this schedule. \ 



4 An Appraisal form is enclosed for'ifeach person working, In the office. ^ 
You are to fill in their names,- the position in which' they are working,- - 
team numbers, and sign your name. Check the appropriate boxiin each 
category. Give a suggested letter graide for the person you art evaluating, 
and then ftll in the^ date on each ^ form as it is completed. This form 
will be yery objective in this evalusition. 

5/ TowaVd the end of the period, gather your materials together ,1n 
preparation for your djebriefing session with the teacher. 
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NARRATI VE-V I CE , PRt5 IPENT. ' 

As Vice President, your role irtvthV^ffice^^^^ 5ir^^..Wff ^^^^^^^ 
seeing 4hat- the'off i ce functions jjylopei^yr^wav^^^^ 
the office staff; and three, rearrangiV .WoVkloaai'^wbef^ ne 
<:(3We under the direct supervisio|^ of>e'" 'President a;5'^->r:i|l assist 
When so directed, You will play .an important roll .in" the'^valuation-bf; £^ . : 
other members of the staff . /' /' ^ -r^ . 

So that you can be a. tbp^n-otch vice presideW; let us review the , 
contents of your fol.der and discuss each item aS'We go. 

As the need' arises, you are to dictate letters 'anji- memoranda. You 

V - 

should .never dictate letter oY memo before you use the; organization for 
.dictation fom to outline your conftnents. Vou should usV the dictation y 
mach^e^for all of the dictation unless your secretary takes shorthand. If_ 
so, only about half of your dictatfoa should be machine dictation. In. any 
case, be sure your secretary has .something to do at all times. Remember 
that it is important that all correspondence leaving your office reflects 
good image for the/company. .Y-ou-should check all the work that comes 

across your desk. ' 

You and yo.tfr secretary are to work together in completing a payroll and* 
salary regis.ti. dnq^ou have completed the register, you shouldT^ve your 
secretary type'St. in your folder you will find two payroll and s&Uty*\ 
register forms.- One is for you and the secretary to use fdr a rough draft^^ 
' The second copy is used'by the secretary to type a final copy, Offifce :; 
salaries- are given on ymr task sheet. A monthly payroll tax schedule is" 

^ > s ' 

> ( * * 

shown in your procedures manual. 

The next fdrms are the appraisal forms for each person working in the 




; >ffjc6, ;YbU'aj^e'i^^ fin these cu^^h;Htj^ positions 
. . V ••^•Mq. which ^ei^ are'vir^kiri, team nunib^ Chec^^the appropriate 

' -'lox i'n^e^ch' fat4(^ry^^ (i^^ve sug^estedii^t^^ :cp^ay^.foV the; person you are 

^/;•::;V^TuatiJlg/then-€^^^ in*:th •date)on.eaph.:fqm.> ..Gi-ve honest evaluations. .•, 
•They<,vfjOi 'be-l«ep.t,confiderrtial. AtT evaluations are to be..placed face ' / 
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■dowa-on.->th^ Presideni'Vd'e^k. ; 
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' "^fROCEOURES MANUAL 



VICE PRESircNT; ' . ' / . • • ■ • 

A. jifaiioi^ ' . ' . 

When dictatingrcorresRondenqe of ianyiina . follow accepted dictation 
fvcedi^es as provided by ypun^'teachdK You -should use an. organization ^ 
for dictatioR-.forra. (See iVl^^tration 1) 

B. EVALUATION PROCEDURES ■ , , A , 

The last day af each rotation/the Vice president i^to -WJete an ev^lua.- 
tion form for each of the worKers uader Ms supervision. ; A sample sheet 
has been completed for Fred Hielsen. CashV^. (See illustration 2) 



3 



jc. interviewing 



Ynii mav find it necessary to interview a prospective employee for your 
iSfiS •• nSva tbHrP jcant fill out an employment application form. (See 
mistrationU T^eat^he potential erpployee with all the respect yoQ can 
aid nJfrv^ew him with a specific position in^nd. Outline some questions 
- Vvpaper so that you< will have all the information you need from the 
^-jfip^Hxiat. by the J:i4ne-he leaves. ■ , - 

-. r s ' - . 

~ D. - SUPERVISION ^ - 

You are re&p6nsible for seeing that the wK of the people under your 
luDerJision'trionsta^ upgraded. Vou should, at your discretion, 

a f yoHpr e'rf togetherVLvP you feel there are off ce pro ems or 
procedures -S^iqh-need groyp ;dls cuss ion. Vpu are ^^P^"^}^ \t°J,'5^,blems 
discussionr'lTi.Jour group. Your secretary should take notes as to problems 
discussed ar\d ^cflutions rendered. ■ 

E. clean-up .y ■ ^ ;,; -v .• ^ 

You are respdn^ib-le for the' app^i^r^nce of-your office. ' U the end of each 
Iess?on. JoSr'lIacher will holu yc^'respons.me for the condition of the 
office Please don't become' a jam.'tpr. The'.biJjective of the management 
Sir on'is to gel- work do'ne by: delegaVtng responsibility. ^You must do your 
share of organifihg to accomplish t^Kis'.:goal. ^s-^ablish a work clean-up 
schedule and see-that it is carried 4jjt; . , , 

F. TRAVEL sPROCEDURES , , . .^^ 

Use vour imagination and list information ^necessary a secretary ta plan 
a two 0? Ihree day business travel t^ineraVy Vor you.A,the necessary 
?n?^rmaJion would^•nclude items such ^s trfp^estinatidn^. dates of visit, 
Jers^s to visit, places to be visited,, purpose of visl^ ^equ rements 
for car rental, requirements for accommodati;cjjis, necessary business 
documents such as||pntracts -.and speeches^ , 'V. , , 
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X. PAYROLL AND SALARY REGISTER PROCEDURES 

The Vice President is responsible for the completing of the payroll regi^^ter. 
■ Please refer to your task sheet for salaries of all. BOP, INC. personnel/ 
# " \ ' 

Procedures for Calculating Payroll Deductions 

1. Indicate social security number. 

. ' ZT Type the employee's full name- 

3. ^Obtain the amount of earnings from the task sheet. The r • 
procedure shown is based on $450 gross earnings. 

4. Consult the monthly 'payrol 1 period table published by the 
K ^ ^ Internal Revenue Service. (See illustration 4) There is a 

\ ^ ' $52.50 dependency exemption each month. 

5. - To figure Federal income tax, follow these steps: 

(1) multiply the amount of one withholding exemption (see 
lllustfation 4) by the number of exemptions and allowances 
claimed by the employee. BOP, INC. employees all, claim one 
exemjJtion. . * . * * 

(2) Subtract t>»e amount from the employee's gross earnings. 
N (3) Determine amount to be withheld from illustration 4, 

EXAMPLE: A single employee has a monthly payroll period, for 
which he is- paid $450 and has irr ef.fect a Form W-4 claiming, one 
exemption. His employer, using the percentage method, comput6s^-Jthe 
inpome tax to be 'withheld as follows: ^ 

(1) Total wage payment $450:00 . 

(2) Amount of one exemption $62.50 

(3) Number ol^exemptions claimed, on 
Form W-4 1 

/ : • (4) Line 2 multiplied by line 3 . 62.50 ^ 

(5) Amount subject to v^ithholding ^ r 
V (line 1 /i^s line 4) $387,50 

(6) Tax to be withheld on $387.50 
from tables-single person 

. ' tax on"first^317 / / 44.62 

• tax on remaij|aer ^ / 

$70.50^1% ^ ' 14,81 

Tatal Fed^fal Tax withheld 59.43 

» Tdtal ''State Tax withheld 

J-e^^f Federal « 9.51 

Total/^ocial Security (F.I.C.AJ 
'/5:2% df gross earnings 23.40 



{^ijKl DEDUCTIONS 92.34 
/n'^ pay C$450. 00-92. 34) $357.66 



ERLC 



PROCEDURES MANUAL 



6 The year to date columns/are not figured at this PO^^ 
however, %ist the check/fiumber beginning with 0001. A11 
employees are single an^d have' one exemption. 

7. Figure the payroll for/each BOP, INC. employee, then total^ 
the columns at the b'ol^ctom ?)f the sheet. . 

8. " The Vice President must check the sheet belore checks are 

made out.' , / ^ 



9. Make checks out to ^ach,^ employee. ■? 

10. The Vice President Wst sign each check. ^ . 

H. ANNUAL STATEMENT . ' , 

The Annual Statement is completed '*at the end of each year or upon request 
for the purpose of infoming the Dorro^ver of the status of h^s account. 
In order to complete an annual statement correctly you should do the 



f ol 1 owi ng : 
1 



Enter the Borrower's Loan Number in the blank under Mortgage 
Number. . ' ■ ' ' 



2 You next find how much' the taxes were by looking at the back of 
the Loan Card. You then enter this amount in the blank under 
Taxes Paid. The. Posting and Tax Clerk has the Loan Card file. 
Remember the Loan Cards are filed alphabetically, first by county 
and then by name Within that county. 

3 /"The Interest Pajd can be determined by going to the Borrower's 

Ledger and finding the December interest paid. Then find that . 
amount on the Amortization Schedule for that individual and add 
it to the preceding 111 months' .interest amounts. If there is 
no December posting for interest/merely go to the Amortization 
Schedule and count back to the December posting for interest. 
For instance if you have a Janu^'ry posting •fbtr.ct.^h H^^cu^bcr 
amount from the preceeding 11 payments and this will give 
you the Interest Paid for the p/evious year. 

.4 The Principal Balance can be determined b.y looking -at the princips 

balance column on the Borrower's Ledger for the December Posting. 
- . - If you will look at the Annual Sta-tement, you will notice that the 
^" -^Statement is. made out for t|/e account as of December 31. If thero 
is no December posting^ou /can determine the amount by following 

• the .procedures outlirfed the preceding paragraph. 

5 To determine the Reserve Balance, you should determine the last 
month in whichposting was done. For instance, the,.l3Sj P°^^^^ 

• was May, flay is the fifth month. You would then fliultiply five 

' times both the tax payment" per month and the insurance payment per 
month. By adding these together you determine the reserve 
' balance. 

-14- ^- _ • 



PROCEDURES MANUAL 

i. Put the date under the word • 'date . 



7. Insert the' borrower name and address in the block provided, 
EARLY PAYOFFS BY BORROWERS - _ 



There may be times when a borrower makes a decision to pay his mortgage, oh- 
eafly^ When this occurs several steps must be taken It is not just a 
matter of paying off the amount of the riTor4gage that has not be^i, paid. An 
early payoff fee, which is a fee to cover administrative costs f?Tvolved wttn 
servicing the loan must be charged. This fee is usually 1.5 cent, of the 
unpaid balance. To complete the early payoff paperwork, you should do the _ 
following: ■ ~ - • « 

1. Obtain the balance remaining on the loan from the borrower s . 

ledger. . . 

2 Compute a loan payoff fee by multiplying the amount remaining on 
the principal of the loan by 1% percent. 

3 Compute the amount the borrower owes BOP, INC. by adding the 
early payoff fee to the J)al.ance remaining on the loan. 
Compute the balance in tbe insurance reserve account by multiplying 
the insurance payment each month by the number of the month which 
was last posted on the,borrower''jS ledger. ^ 
Conputing the remaining balance in the tax reserve account by 
multiplying tt»g' tax payment each month by, the number of the month 
which, was last-^oitect on, the borrower's ledger. • 

,Tell the borroH^^n^ycSj. vyi n write him a check for the .tax and 
'insurance reserve as^soon as you receive his payoff check. Tell 
• him the ainouht you,Vill be refunding. The tax and insurance 
reserve cannot.jje* feducted from the payoff amou.nt because of 
the invested .records which must be kept separate. 



4. 



5. 



6.* 
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VICE PRESIDENT 



Task Sheet, Phase IIJ ^.^ 

1. A letter or memorandum must be composed for each ope of the dictation 
assignment sheets which are periodically placed in your "in" basket. If 
the dictation sheet merely requi.res^a decision and an answer, make the 
decision and answer the Tetter b.eing sure to enumerate the reasons for 
your decision. If the dictation sheet requires ^ou to complete an Annual 
Statement or to sjf'fy early- payoff procedures , for a loan, be sure you . 
read the procedufw in your manual before-doing the assignment. 

2. Check all office personnel^ concerning' work distribution. See that 
the work can be completed by th^ person seated at that position, if it 
appears that there will be unfinished work, at the end of the rotation, 
see that someone else in the office helps fi/iish the work.' Report all 
changes to the President. 

3. Complete the payroll as you have time, but you must complete the 
payroll while you are Vice President. You should not type the smooth 
copy yourself, but you sKolTW have someone eTse do it. Be sure to 
keep your- Executives Secretary busy., 

4 You must complete an evaluation on each member of your team while you 
are Vice President. -Be objective. The completed evaluation sheets should 
be turned face down on the President's desk. • ' 

5 You must hold a debriefing session with 'the President. You shquld 
arrange this for sometime during the latter part of your second day as 
Vice President. Be prepared to substantiate and/pr give reasons for any 

^activity you have directed. , 

6. Supervise the clean-up procedures. Make certain that all personnel 
leave their work for filing in their "out" baskets. 

7. If your Executive Secretary takes shorthand, you should endeavor 
to dictate approximately half of your work to him/her. 

8. ,You should receive an insurance polic|/ expiration list for the next 
two months from your Insurance Clerk. You should keep this list and 
'cross the name from renewed because you must sign the check. 



'ERIC 
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VICE PRESIDENT 

^ TASK SHEET, Phase IV . 

^ - "1. Read this entire page before you start to work. 

2. A letter or memorandum must tre composed for each one of the dictati 
assignment sheets which are placed in your "in" basket. 

I 3. If your Executive Secretary takes shorthand, youJhould dictate 

approximately* half of your work directly to li*ini/her. You, should use the 
dictaphone for the rest of your dictation work. 

)\ 

4. You are going to fly to a large city on a business/t^ip. Use your 
judgement as to where, when", and' how long. Complete aM:ravel itinerary 
for your trip. This itinerary should list all. details including a cash 
advance if necessary. Use the travel itinerary form and airline schedule • 

' book T^rovided. » ^ 

5. You must complete the payroll while you are Vice President. The payroll 
must be completed in time to allow the Cashier or Executive Secretary to 
type a payroll and a salary register and the Receptionist to make out a 
payroll check for each individual on ypur team. 

6. A payroll check must be completed for each member of your team 
you are Vice President, ^t^js your responsibility to ensure that 
happens. 

y - ■ • ' ^ 

7. You must complete lan evaluation form on each member of^our team^^ile 
you are Vice-President). Be objective. You should put these ccrrpleted 
evaluation forms face down on the President's desk. 

8. You should hold a debriefing session with the President. You can make 
an appointment with him fcfr some time during the latter part of your third 
day as Vice President. Bo prepared to substantiate and/or give reasons 
for any activity you have directejj. ^ 

9. You should receive an Insurance Policy Expiration List for the next 
two months.^ You should keep this list and cross the borrower's insurance. 
You^will know when the insurance is renewed because you f^ust sign the 
letter of transmittal and the check. , ^ 

r 

10. Supervise the cleanup procedures by each member of your team, each day* 

11. You are to compose a letter giving our general impressions (both good 
and" bad) of the BOP program. This letter should be structured very 
precisely with at least^thrce paragraphs. The first paragraph should 
provide an introduction to the next paragraph which should contain the 
business of the letter. The last paragraph should contain an. appropriate 
closing. Be very conscious of letter format and style. You should ty|^ 
the letter yourself; and/ if you do not complete the letter while you 
are Vice Presiden-t, you musfaomplete it as a homework assignment ♦ The 
letter must be completed and handed in on or before Wednesday df the last 
week BOP is 'at your school. ^ • 
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MY PURPOSe IS 



ORGANIZATION 'FOR DICTATION 



MY POINTs'aRE: (LIST THEM AS JH^Y COME TO !1IND) 



CROSS OUT unnecessary points' above arid, number the points in order*of 
importance. - ^ .;, 



LAST PARAGRAPH: (Write out) 



What action of reaction do I want from -the recipient? 



BE BRIEF 

DICTATE AWY SPECIAL INSTRUCTIONS " 

NOW YOU ARE READY TO. DI CTATE THE LETTER i 



\ 
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Nanie 



E^PLOYMI:l.^T APPLICATION 
Address " 



Phone 



Birthplace^ 



Birthdate 



Age Sex Height_ 



_Waight^ 



Homeroom No, 



Teacher 



^vTiat is your health condition? GoodjV ' 

Do you have any physical defects? ^Explain 

<p ■ 

Father or Guardian ^ Address 



Counselor^ 
Fair 



Poor 



Mother or Guardian 



Address 



^ ^Occu{)atlon^ 

^Occupat;ion_ 



What languages, other than English, do speak_ 



Read 



\ 5 

Writ^ 



How many times h&ve you been absent ^froni school this year?_^ 



Tardy_ 



How do you consider your record' as a student? (Circle one) A B C D E- 



High School Business Subjects That You Will Have Completed After This Year 
"gth Sub.1ett Teacher 10th. Subject Teacher 11th Subject Teacher 



What is your typing speed? 

What other machines can you operate?_ 



Shorthand speed?_^ 



Which type of job would you prefer to have,. (Check in order of preferende 1, 2, 3) 



^Vice President 
^Executive Secretary 
^Receptio^iist 



^Cashier 
_^Posting ^nd Tax Clerk 
' Insurance, Clerk 



^ A dministrative Assistant 
'Are you working now? Where^ 



Type of work 



Jirs. per week, 



What do you plan to do after you graduate from high school? 

References: (Only two may be teachers and none may be relatives ) 

Namie Address Occupation Phone 



IF I AH ACCEPTED FOR THIS PROGRAM, I PLEDGE MYSELF TO TAKE ADVANTAGE OF EVERY OPPOR7 
I TUNITY TO INCREASE, MY EFFICIENCY AND SKILL AS AN OFFICE WORKER BOTH IN THE CLASSROOM 
AND ON THE JOB- ' ^ ' 



ERIC 



Date 



Student Signature 
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CAREER AVEMl^l 
, COIilG PLACES, IDAHO 



BOP APPRAISAL FORM 



NAME 



POSITION 



NAME CF EVALUATOR 



Not 
Apf)l i cable 



Quality of work - accuracy, neatness, etc. 

Ouantity- of v-.-ork 

Ability to follow directions 

Conscientiousriess ebo'jt ';ork 

Use of judgment and i ^^yi'^'^^.Vn ".'[^o-^e 
required 

initiative and rGSponsi':'ility 
Attitude tov/ard work 
Promptness 

Response to supervision and instruction 

Courtesy and cooperation 

Attitude toward public, visitors, 
customers, etc. 

Relations with co-v;orkers 

Appearance 

Suggested Letter Grade 



A 
A 

A 
A 

A 
A 
A 

A- 

A 

A 

< 

A 
A 
A 
A 



B . 
'C 
P 
B 

b' 

B 
B 
B 
B 

,B 

B 
B 
B 
B 



C 
C 
C 



D 
D 
D 



C D 



C 
C 

C ' 
C 
C 
C 

C - 
C 
C 
C 



D 
D 
D 
D 

D . 
D 

D 
D 
D 
D 



F 
F 
F 
F 

F 
F 
F 
F 
F 



F 
F 
F 
F 
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Date. 
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CAREER AVENUE 
GOING PLACES, IDAHO 



A:NNUAL STATEMENT 



Shown below is the balance of your Mortgage account as of December 31 
Also shown IS the amount of interest and taxes paid on your Mortgage • 



Mortgage 
Number 


Taxes 
Paid 


Interest 
Paid 


Principal 
Balance 


Reserves 
Balance 


03-041 : 


ilbO.OO 


* ♦ 

$121.86 


'$1,619.60 . 


^ $133.90 



DATE 



Clifton A-. Abbott 
1063 Lincoln 
Shelley, ID 83274 



PLEASE RETAIN IN YOUR PERMANENT RECORDS FOR FUTURE REFERENCE 



EARLY PAYOFF 



Loan Balance 



early payoff fee 
1*5Z of Loan balance 

TOTAL due for early payoff 



$ . 



Illustration (6) 



) RESERVES REFUND 

Total Tax Reserve 
TOTAL Insur^i^cci Reserve ^ 
Total' Reserves 



The Total reserves will be refunded upon receipt 
of total due for early, payoff. 
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Task Sheep - Phaa^es II, 111 , .IV . 

■ . ; . ' ■. -. 

Monthly Payroll Tax Schedule 
(a) single! Peison—lncluding head, of household 



If the amouAt 
of wages is : 


1. 


The amount of income 
wit)>he-ld shall be: 


tax 


to be 


Nt)t over 






0 






Over 




But not over 




of 


excess over 


$ 46 




$ 150 


14% 




$ 46 , ' ■ 


150 


s 


;317 


$ l'f.56 plus 18% 




150 


317 




875 


$ 44.62 plus 21% 




317 


• 875 




1000 , 


$161.80 plus -23% 




871" 


1000 




1167 


$190.55 plus 27% 




1000 


1167 




1442 


. $235.64 plus 31% 




1167 


1442 




• • • • ,!» 


$32a.89 plus 35% 




1442 



Amoont of exemption—Monthly payroll- -$62 . 50 for each exemption 
Social Security (F.I.C.A.) is 5.2% ot ' gtggs earnings 
State income tax is 16% of the Federal tax 



BOP INC 
Procedures 
and 

TasJ?^ Sheets , 
• . for 
Executive Secretary 



^CUTIVE SECRETARY ' 

Task She et, Phase II , * ^ . ' ' ' ' t V 
• » f , - 

' ' * * ' ' '• ^ 

1. Read the narrative. ^, ^0 . : : • * '•' 

n: , _ 

2* All of your instructions will com^ ^rohix the Vice President. In the ; 
eVent you complet^.your ;work, check wi^Ji 'the Vice Presidfen,^-. 

3: Near the end of th J period, gather your materials, together in prepara- 
tion for your debriefing session with the teacher. T,h6' teacher will i«fom 
you of the debriefing time. 

/ 

NARRATIVE' - EXECUTIVE SECMITARY 

f ■ •< . 

The role of the Executive Secretary is to work' 'with, and under the 
direction of the Vice President. In performing your duties you will 
develop your ability to be tactful ai^d discreet; you ^ill make some de- 
cisions w^ile working in a supervisory capacity. - 

YOU will undoubtedly be faced with situations that will require you 
to organize. the work ydu receive from the Vice President. You should 
list all oe your tasks \n order of importance and then beg-in working. on 
them in that order. 

\^ 

The material that leWves your office reflects the personality of 
' that office. AS a secretary for the Vice President, your work reflects 
upon B.O.P., INC. Therefore, all work .that you do should be of the 
highest quality. . ' ' 

Part of your duties may be to compose short letters or to obtain in- 
formation for ietters. An important task which will require yo'^r best 
skill is taking and transcribing dictation. You may be called u^on to 
take dictation s a conference or ov^r. th^ telephone. The Executive 
Secretary is expected to perform at a much higher level than most other 
clerical personnel in an office. 

■ ■ YOU may be required to distribute the work load among other clerical 
personnel. Quite often, work will pile up and the need for redistributing 
the.work load will become apparent. Work priorities will dictate which 

. task^ should be accomplished first. Since you are -^^Jf J^^^^^^i^^, 
the work situation, you shoufd make certain excess work is redistributed. 
The rapport you huild with other office peVsonnel will determine how 
receptive they are to your redistribution of the work load- 

YOU should be available at all times to handle telephone c^lls for 
the Vice President, You should interrupt W work immediately to handle 
any request made by the Vice Presidelit. 

YOU probably have a proportional space:,typewriter as do ">°J^J';^J^: 
• tlve secretaries. It differs in many ways from a conventional typewriter. 
YOU probably have an instructional manual on the proportional ^P^^^^^P^ 
wSter in your desk, and you should take a few minutes and read it thoroughly, 
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YOU probably. also have a transcription machine available for your ^ 
use. Although these machines come in many shapes and sx^s, you should 
becime' familiar with the machines provided' in. your office. 

.• -Read your Procedures Manual which follows/and beeome acquainted . 
with its contents, 

EXECUTIVE SECRETARY , ^ 

' Task Sheets Phase III V , ^ • ' 

. ^. Transc'ibe the letter. <>"fthV'=''"°V'L''a^^"uti'„Lr^^arpfrrain= 
KM Should interrupt your transortption to handle any business^ that per, 

to your position. 

2. Take and/or transcribe dictation from' the.Vice President a. requested. 

3. L.swer the telephone for the Vice President whenever necessary. 

EXECUTIVE SECRETARY • . , 

Task Sheet. Phase IV , 

1. Read this entire page before yoil start to work. 

L v, i-v,o fniir letters on the dictation belt provided 
I- rLrer""fe'Sttfr h!ran™tion Line, another ha= a Subjeol 

SnranrtS";s rth'::Tttintion Line and a.SuhJeot Line, ,and one a 
two-page letter . ^ \ 

S 

EXECUTIVE SECRETARY 

A. Machine Transcription ' , \ 

. *^ *.v, ,,o^v ^-f transcribing dictated material froin\a machine 

reading of the shorthand notes aS he .transcribes. 



Procedures: 



-{.isteii to the correction and special iiistructiJ^before 
i;an^cSinraS o£ the letters, «e.»rand«s, or o5»r ..aterral. 



. ' use the indicator slip as a guide for the prope^^'.placement 
of each letter oh. a page. 

'3 Be sure that ycu understand the meanixig of the dictation 
before typing so t:hat you avoid errors in -graininar , punojuation, 
spelling, etc. Be careful not to confuse^ homonyms , such as 
bare for bear or there for their. ' , \\. 

' 4 Develop the ability .o remember the dictation so that,\ 
you can avoid the overuse of the repeat pedal. 

. . * \ 

5. Avoid errors in syllabication. v ^ 

6. Proofread as you type mat 
the paper from the typewriter 



6. Proofread as you type material; reread beforyou remove ^ 



\ 



B. Taking Dictation 

Whether vour boss dictates only once each day or periodically throughout 
T^Z ""i^is Jour responsibility to be prepared to handle any request 
^ dictation Whenever leaving your desk, remember to cqyer any 

TonffdenS :r^S;irr^ your desk or i. your typewriter, 

YOU Should take your dietatiOn Aerials and enter his office as quiet^-. 
r,^s^Sle^ use pauses- in dictation to check your dictation material. ^ 

nites to clarify any .questions such as spelling, dates, nun^ers, etc. 
C. Travel Itinerary ^^ 

£ otier arrangements which will facilitate the travel schedule. 

Procedures: l-^- ^ 

r using the Trave;y.rfciner^ry (fllustration 1) as a guide, 
ask your boss aboutVtbe.fe-llowin^ points: 

Trip destination (s) \^ 
• Date(s) of visit 

Desired times of arrival and departure 

Transportation requirements 

Special accomodations; 

Business documents required " * 

'2': using a flight schedule as a reference, ^^^^^^J "^if, 
flights most close.ly meet the boss' requirements for^ arrival 
arid departure. 



3 call the airline^ or travel agency (Administrative Assistant, 
and make i£esen/at^.ons\ Make any other arrangements for 
hotel/motel pr. car reservations, etc., required (letter, 
phone , or tei^egram) ' ' , . 

v' 

4. Present tb^^fcentative itinerary to 'the boss for^pproval. 
Make any nec^feskry "revisions. 

5. Type f/nal\^inerary. 

6. Whe/all confirmations are received, inform your boss. 
Check back pn ^y no^ confirmed reservations. 



D. Balancing of Workload 

Workload in various positions of the office may become too heavy while in 
oSer areas of the office the load may be extremely light. An efficient 
E^cutive secretary is usually aware of these conditions and redistributes 
the workload accordingly. 

Procedures : 

1 . Distribute the excess Wk to a position at which it can 
be handled. 

2. Xf no position can* handle the excess work, inform the 
boss. 

D. Debriefing: Log Maintenance 

Whenever a debriefing session is called by the' instructor, it is the 
!^s^nsLility of the Executive Secretary to keep minutes for these sessions. 

> > 

Procedures : 

' .1. Note all problems raised by the group. 

2. Note all solutions offered and/or' adopted by the group. 
3 Type up the notes and give to the Vice President. 
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BOP INC. 
Procedures 

and 
Task Sheets 

for . ' 

Administrative Assistant 
I 

I 



ADMINISTRATIVE ASSISTANT 



Task Sheet, Phaso II /" 

1. Read the Narrative. ^ ^ 

2. Your activity at this position during Phase II is quite limited. YoSjjjg^* 
sh'ould read the short procedures manual statement and then familiarize 
yourself with the Activity Log apd Position Work Sheet. These forms will 
be, used during the ne^t two phases of the simulation, 

NARRATIVE-ADMINISTRATIVE ASSISTANT—PHASE II i 

« 

The Administrative Assistant position is perhaps the most chanengirig of 

r 

an the positions in the office simulation. Most of what happens in the office- 
is initiated by this position^ You represent the outside world. You will 
gain a great deal of insight in the office operation within the company, with 
other companies, and the public the company serves. The sQccess of this program 
depends upon your ability to follow instructions. You will need to develop 
telephone techniques and be able to work with your fellow workers. 

The rate of flow of office activities will'be regulated for the most part 
from youf position. In most cases, you will be prompted, by the president*- 
but don*t be afraid to use your own initiative. Through theTe observations . 
yoITmay s^e a need to initiate more^ or less activity. Check with the 

\ 

President before you i^ake any permanent changes. You will be surprised how, 
much this will help in making a successful program. . 

Your activities are governed by a task sheet which will indicate to you 
at prescribed times when you should perform any function of the simulation. 
You are to make sure you have the proper material to match your task sheet 
for each day. 

7 

You will have the opportunity to .garticipate in a number of different 
situations. If you are asked to be a real estate agent, prepare some notes 



regarding things you might say as probable ■responses. If you are any kind of 
a ham a,ctor, your duties will be oven more interesting. The task sheet may 
ask you to be an irate customer, an inquiring customer, or you^may be asked 
to think up a call to an individual position on your own. Have a good time, 
but be as realistic as you can and don't fall out of character. If you need 
some suggestions, don't be afraid to call on the President.'^OTour own imagination 
and initiative is of utmost importance in this position. / 

When you answer the telephone,- use proper business telephone techniques ^ 
Answer by say,ing, "Administrative Assistant, Miss Jones speaking." If the 
President's phone rings and he is out, answer the President's phone by saying, 

"President _| _'s office, "-liss Jones speaking. May! help you?" 

Take a message if necessary. 

You have a recorder capable of recording all of the phone conversations. 
.This is very important in the debriefing sessions which will be conducted. 

We think you wjll find this position -exciting.' You will be able to 
observe tho effect of each situation on all positions through these activities.- 
You wiST learn a lot about the functions of the office. 

Be careful' that you do not sacrifixe the office atmosphere in order to 
return a favor, get even, or just have fun. The relationship between you , 
/> and the office, workers is very important. You canaot be considered simply an 
Administrative Assistant. At one moment you may be a person on the telephone 
.and the next moment you are a person delivering a telegram. Playing Javorites 
is completely out of the question. There should be no communication with the 
other workers except in response to official business. We hope that you will 
enjoy bd-ing the Administrative Assistant and that you will learn a great deal 
about how an office functions. Your president v/ill be glad to h);lp you with 
^ any problems you have.* Be -carefuTin asking for too much assistance as you 
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must learn by solving problems for yourself. Remember that you are an assistant 
in every sense of the word. Be>eady to help at any time. There may be times 
when^ you find yourself with little to do, so take that time to develop ideas 



of how to have a better simul/ation 

■i 
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ADMINISTRATIVE ASSISTANT 



Task Ijieet, Phase HI 

1: Read'this entire page before you s'tart to v/or(<. 

2. Take an Acitivity Log for Administrative Assistant frm your desk 

and make notes about what you will say before you make each telephone call. 
You should be s.ure you have all the information at hand that is necessary 
to successfully Complete the call. You should record each telephone call. 

3. When you have completed a telephone call, you should fi(iish filling 
out the Activity Log Sheet and file it at the front of the Activity Log 
File in your desk. 

4. .The sheet from whigh^you received the telephone call information 
should be placed/in your "out" basket. 

5. If you are ./the fir^st Administrative Assistant of this Jrotation, the 
Cashier will c6me to pick up the petty cash from you. Th*^petty ' cash is 
in your drawef. You will act as the bank- and you will cash a check for 
the Cashier/ The check will be for $400,, and you Should give the Cashier 
a number of different denominations when cashing the chelk. The cashed 
check goes in your "out" basket. 

6. Twice each day you are to go to each Cashie^ and indicate you need some 
pe^ty cash to purchase some office .suppl ies. Ybu decide what these supplies 
will be and how much they will cost. Do not go to both Cashiers at the 
same time, but space your visits. (This means two visits to each Cashier 
for a total of four visits or more?) 

7. Once each- day you are to take one of the checks in the Ajiministrative 
Assistant folder in your desk to a Cashier and mak^ a. mortgage payment. 
You will be the customer whose namefis on the check, and.be sure to go to 
each Cashier but at different 'times; Each check will be f^or an amount 
greater than your mortgage payment. , You are to get the check cashed by the 
•Cashier who will use the petty cash fund. 

8* Once each day you are to be a BOP, INC., customer who is visiting BOP 
"just to find out how my loan is administered." Supply all kinds of details 
to the Receptionist. Brief yourself .for your yisit by picking, out t'he 
name of a borrower from the Master Customer List and learning all you can 
about him. Remiember you can be the wife of a customer when you visit. 
Insist on being introduced to the Vice Presidents and to anyone else to whom 
you wish to be introduced. 

9. If you are the first Administrativ^e Assistant of this rotation, ^ 
you should hand out a "Position .Work ^eet for BOP Employees." 

10^ Post all BOP checks and deposit to the bank statement. 
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"Name 



POSITION WORK SHEET FOR BOP EMPLOYEES 

Date 



While I was (circle one)' Vice, President, Administrative Assistant, Receptionist, 
Executive Secretary, Cashier, Posting and Taxing Clerk, or Insurance Clerk, ^ 
I completed the fo^^ov^/ing work,, and appropriate copies have been p1aced>in 
my out basket for filing. 



Acted as a customer (made payment 

or kept appt. with V.P.) - 



Activity logs completed 
Annual statements computed 
Annual statements, typed 
Appointments handled (V.P.) 



Appointments made 

Bank statement completed 

Bank statement reconciliation 

Changed filing system (Recep.) 

Checks typed ^ ' 

Coupons completisd | 

Coupons posted 

Daily summary and recap completed 

Deposit slips completed 

Early payoff computed 

^Employee appraisal form completed 
(V.P.)* 

^Envelopes typed 

Insurance policy correctio*n 

forms completed 

Investor lodgnr typed 

Other work done during the day: 

Comments: 
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Letters dictated 
Letters filed 



^Letters proofread and signed (V.P.) 

Letters taken in shdjl^Cnd 

Letters typed 

Letters typed from transcription 

Memoranda dictated ^ \ 

Memoranda typed 

Payment coupons completed , 

Payment coupons posted 

Payroll and salary register • 

computed 

If ' 
Payroll and salary register typed . 

Petty cash book -completed 

^ Put tape in adding machine or 

sprinting calculator 

. ^ Receipts completed 

Tickler cards typed 

Travel itinerary completed 

_^ Travel itinerary requested 



Signature 
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w Procedures 
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>^ RECEPTipNIST 



Task <^hpet. Phase II i ' . , » 

1 Read the narrative. Keep your folder in Wt of you as the narrative 
will explain each papor and form in the fo.lder., - 

? You are to greet all visitors who come tj^the office. Remember th&t 
• vou reflect the image of the company, a#each caller is to be handled 
with courS^y and efficiency. Assist with visiljors in any way you can, 

3 ' You are to design a notice re/arding the instf^tion o^^^I^tn^hf 
These breaks are to be taken by all office personnel and are to be. 
held to 5 minutes in length. Care should be taken ^hf no food or 
drink is brought around the equiptrent. This notice should be suitable 
for posting on the BOP, INC., bulletin board. 

4. You are to design a flyer (hancjout or a""0""c^'"'^;VK'''^r^i"nHflfnal 
annual outing held by BOP., INC. This flyer should be of an original 
nature and have some art work. Make a spirit master' and duplicate 
enough copies for your office. ' ^. 

K vn,, uiiii hp asked to tvoe a check for insufficient funds by each 

C Shi ?h c ck #236 and the balance brought forward on the 'check 
stub before/making out the check is $2,246.69. The check should be 
make out to .First Sincerity Bank of Idaho. 

Rather vour materials together in preparation for youf debriefing 
fessfon'^SJh tSfteacher^ You wi ir be informed as to when to begin 

this process. ^ \ 
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NARRATIVE - RECEPTIONIST - 

.6 . . ^ . 

As Receptionist, you are 'the voice and' ears of your" company. All of what 
•you say and how you say it as you answer the te'lephone or. greet a visitor 
presents an image, an image of both you and the company for which you work. 

Let us first consider your du-ties at the telephone. Your voice should 
be the voice of ~a smile. Each caller should be assured that you are interested 
in"^hat he is saying and that he will receive a' satisfactory' answer for every 



questiq^^. You must become fami^liar with. the methods of screening calls to 
determine which of the yorkers in the office can best answer the question 
asked. Many times a person will ask for the Vice Presidept when in reality 
the Cashier or Insurance" Clerk could answer the question more easily. You qan 
save the caller. time if you direct his, question to the proper people. 

A grept deal of skill is required in handling the telephon^. The proper 
use of the hold key and the memorization of all employee telephone numbers 
will help faciliate the use of this instrument. When messages are left for 
someone in "the office, they.shpuld be written completely and accurately. Phone 
numbers to call should be repeated in order to ensure their accuracy. 

Another important»function of the Receptiolmt is that'^of greeting callers 
who come to*visit W?'\ INC. The same kind of courtesy must be extended to 
these people. as to those on the telephone. No one should be kept waiting 
'unnecessarily. Individual callers who are dn business should be referred 
directly' to the person who can most efficiently help them. 

Tours through ^OP, INC., should be handled in a very efficient and 
informative way. If you do not have the answer to a question you should remem- 
bar the'quest^ and have someone els6 answer it later in the -tour. 

Handling the mail will be another of your duties. You will open, scan, ^ 
and sort all mail, except that marked"'personal ." You must learn how to select 
the proper mailing servifce for all the different types of outgoing mail. 
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Task Sheet, Ph'ase III ... 

1. There has been an office policy change in filing procedures. If 
the files are in a geographic system change them to an alphabetic 
system; if they are in an alphabetic system, change them to a numeric 
system; if they are in a numeric system, change to a geographic system. 

2. Pick up all material in all of the" "out;;^ baskets in the office. 
Put this material into the appropriate "in" basket. 

3. File all collected material in appropriate files. 

4. Greet all callers as they arrive.- If you are unable to complete 
ail of your assignments because of visitors, you should report the 
reasons to the Vice President. The callers are to be greeted with the 
kindest attention. 



5 You will be responsible for typing all BOP checks. Upon receipt 
of a written request, complete the check stub and the check. When com- 
pleted, gjive the check to the person originating the request. 

6. You should obtain the amount of ea^^nk deposit from the Cashier 
and enter it in your checkbook. 

7. Immediately upon receipt, reconcile the bank statement you 
received from the Administrative Assistant. 



RECEPTIONIST • - ' 



Task Sheet, Phase IV > 

}. Read this entire page before ygu start to work. 

2. -Theihe has been a pclicy change S'n office filing procedures. If the 
files are in a googr.aphic system, cf^ange them to a numeric system; if 
they are tn a numeric 'system, change\them to an alphabetic system, if they 
are in an alphabetic system, change them to a geographic system. 

i ' - ■ V; 

3. Every few minutes throughout the office day, you should pick up the 
material in each position- s"otit" basket-.- You are to put all the material 
you have collected into thev,^ppropriate -"-in" basket. 

* * • ' 

4. Check the ..Presi.dent's "fiT-e- basket frequently for material tj3 file 
'and file it. " \ ; "■■>' . - ' 

5. You are tp address envelopes .fpr. arry letters which you have- typed . . - • 
Pot all addressed envelopes into thfe-fVesident 's' "in". Jsaske^t. ,.■ 

6. Greet all callers as they ^r.i^e. ' If -yoif 'are 'unable tocoDipVdte 
all your assignments because of ca;lle?s?.jyou/snbij5l:xepoFtrthe situation 
to your Vice President. The .call eW /.are to'5e' treated in the kindest 
way possible. y 

7. You will be responsible for typfrig alT checks.. Upon receipt af 
a written request, complete the check \stub.-and the>-check. Give the 
check to the person who requested it. . ' 

8. You should obtain the amount of each bank^.deposit from the Cashier 
and record this amount in the deposit line of the checkbook. 

9. Irmiediately upon receipt, reconcile the bank statement you received 
from the Administrative Assistant. . . ' 

' ' . . \ ^ 

10. You wiTl be in this position for onfy a day and 'one-half . All of 
your work must be completed at the end of this time. 



RECEPTIONIST . '' 

» 

It is important that the Receptiornst make a^good impression on callers. 
The Receptionist must be neatly groomed, have a- pleasant smile, be 
friendly, courteous, and sincere in the desire to help a caller. 

Responsibilities include greeting visitors, handling requests, and complaints 
graciously, operating the telephone communications system, and directing • 
callers and visitors to the appropriate persons. The Receptionist also' 
has .clerical duties. ^ 

A. General Procedures . 

As the Receptionist, you will be the "voice. of the company" for all the 
incoming calls and an efficient and resourceful person for the entire office 
staff./ Your personality will be a vital part of the character of the fim 
because-' you are in constant contact with the callers and your fellow 
employees. Your day-to-day spirit of helpfulness can contribute to the 
morale Of the staff and' th6 success of the business. 

A voice can convey a spi'rit of interest, alertness, and "helpfulness or it 
cart reflect an attitude of indifference^ impatience, or inattention. It 
is so often true that-it is not what is. said, but the way it is said that 
' really counts in a teleph^fte conversatij)n.. 

1. Screening calls) ^ One of your^nrost important duties as a Reception- 
ist will be to screen incoming calls. If the person desired is not in 
his office, >or, as may be the. case with company officers, is not to be , 
disturbed while ip. conference , etc., explain why the person desired 
cannot tal^T>ai5if possible, suggest an alternative, such as 'Mr. White, 
Mr. Johnson^' attending a committee meeting. Is there anythi^hg I can 
do to help yoy?'' -'"Mr. White, Mr. Johnson is holding a conference. 
Would you c^ 'to talk to his assistant, Mr.*- Jordan?" 



2. Qatting IjifQ^rtnati on . Some telephone callers do not care to give 
their names-, others' prefer not to say why they are calling. As a 
Receptionist, you Vfr.ll frequently b^ve to find out who is calling; and, 
if the name does nofhelp>you, why .is he calling. Try to get the 
information as tactfully as possible by using ati appropriate response, 
such as: ■ 

Mr. Johnson has a visitor at the moment. If you will give me your 
name and telephone number, I will ask him to call you just as soon 
ds he is free. 

Mr. Johnson is not at his desk just now. May I give him a message 
for you? 
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mustratlon (2) 



ACTIVITY LOG FOR ADMINISTRATIVE ASSISTANT 



Person dnd Position contacted 



You are call ijjg/vi si ting in the Name of 
Subject of can /visit 



Outline the comnents you will make * ' 

I , . *^ 

II - ' V 

III VI 

Activity Appraisal Not Applicable 

Proper Greeting A B C 0 E F 

Kept Waiting Properly A B C D E F 

Spoke Clearly A B C D E F 

Answered Questions Properly ' A B C D E F 

Maintained Composure A B C D E F 

Proper Closing of Call/Visit A B C D E F 

Good Debriefing Example A B C D E F 

Telephone Call 

Was recorded beginning position of Indicator 

ending position of Indicator 



Was not recorded 



Suggested -letter grade for person contacted 



Signature 
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DATES: 



H 0 R K STATIONS 



OFFICE 



PHASE 



RECEPTIONIST: 
S-I V. u t^A J OR: 



VICE PRESIDEf^T: 



EXECUTIVE SECRETARY: 
CASH I'E R; 



POSTING AND TAX CLERK 



INSURANCE CL£RK 



RECEPTIONIST 



3. T aking Messages Accurately . A pad of forms and a pencil for taking 
the details of incoming telephone calls should always be at your desk 
next to the telephone to take* messages when an employee is out. When 
the employee returns he can use the message to return the call, a 
practice which promotes better custominr relations. It is imperative, 
therefore, that you record-afl of the details of every .message accurately. 

4, Receiving Office Callers . .Although people-have characteristic's in 
common, you will find in your work as a Receptionist that each person is 
different^'from every other'person ar,d that ycu will be meetihg many type? 

' of people. There will be quiet ones, shy or: aggressive ones, uncertain 
or certain ones who approach your desk for information, advice, entrance 
to your employer's office, or for any one of a number of reasons.* You 
will need to put each person at ease. 

Procedures: 

a. Receiving Callers . A Receptionist should be iimiediately aware 
that someone has come to his desk for sorrie purpose. If you confi- 
dentially report to the teache)^ that you have read the page, you 
• will receive a candy bar. You must .greet each caller promptly, 
courteously, and by name vl possible.- A typical conversation 
between a Receptionist and a crller might be: 

Receptionist:' Good morning,* Mr. Norman. How are you today? 

Fine, thank you, Mis'^^Oones, and how are you? I 
was in the building for c conference and thought I 
would stop by to see Mr. Nelson, your Vice President, 
for a few minutes about the contract we talked about 
on the telephone yesterday. Is he free? 

Mr, Nelson is talking with a client on a long distance 
call, but I am sure that he will be happy to talk 
with you as soon as he H finished. Would you 
care to^hang up your coat and hat (motioning to the 
coat tree/closet.)? 

Thank you, but I will leave them right her:e since 
this will be a bric^ conference. 

Please have a s§at and I shall let Mr. Nelson know 
you are here as soon as he is free. 

When Mr, Nelson is able to receive this caller, the Receptionist 
should call Mr. Nelson, or in some way indicate that Mr. Norman is 
waiting. When Mr, i^elson is re?dy, she should escort Mr. Norman^ 
to his office. 

If, on the other hand, the visitor wishes to see one of the clerks, 
he should be escorted to the appropriate clerk with no delay pro- 
viding that the clerk is no,t with another 'customer. If you are on 
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Caller: 



Receptionist: 



Caller: 
Receptionist: 



4^* 



' RECEPTIONIST 



the telephone or buSy at the time a caller arrives, you should 
welcome the visitor briefly and indicate thai you will bo with 
him as soon as you can finish what you arc presently doing. 

b. Be Interested . ^ Every caller deserves the interest and 
attention of the Receptionist. While the caller may be asking 
for information you have provided many times to previous callers, 
you must never cqnvoy a feeling of annoyance or boredom. Every 

^ -caller should receive a courteous and complete answer every time ' 
the request is' made. >. 

c. Be Business-Li ko in your Work' . A Receptionist who appears to 
be at work creates a favorable impression on the caller who is 
approaching his desk. A Receptionist who seems to be doing nothing 
or is reading a novel or eating or drinking will hardly convey to 
the caller tha^ere is an orgcfni zation of people with tasks that 
must be per'fornpd. ^' 

5. Office Tours . Several times during the operation of BOP, INC., yoi^ 
will be expected. to guide visitors or guests through the facility.'. 
Whenever possible; you will receive advance notice of the require- 
ment to perform this tagk. Jhe task will mainly consist of 
politely receiving these- visitors and taking them from station to 
station, explaining as you proceed exactly .what each of ' the office 
personnel is doing and tying this in with the overall function of 
the company. Additional ly," as you explain simulated office educa- 
tion operations, various equipment for. expediting this work could 
be pointed out and their uses explaineu. 

Rroc'edufes : 

a- Tour Guide Preparation , Upon receipt-of the message to , 
prepare for a tour, you should call each persoji in the facility 
and question them as to what they will be doing at the time 
the tour wljl take place. Note? should be kept of these 
proceedings so that you can briefly look them o^er and be 
familiar with what you will want to say at the time of the tour. 

b. Touring . After cordially receiving the group you will 
show them through BOP, INC., take them' to a vantage point where- 
most of thuB facility can be seen.* From this vantage point, 
provide an overview of the office^ 

Follovv^the overview of operations, take the group to each 
position in the facility. Introduce your guests to the:.person 
at each position , ^yien proceed to explain the task that the 
person is presently performing,' how it relates to the remainder 
of his task, and how it relates to the work of other^persons 
already visited* 

-* ^ 
End the tour on a pleasant note, Yirst asking your guests if 
there are any questions. Then indicate that they ar§ welcome 
back at any time. 
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RECZKIOhlsr . 

6. Check l-jritina Procedures ; 

1. The Receptionist makes out all, checks needed by any office worker. 

2. You should be\given a memorandum lasting all details needed to^ 
^ complete the check. 

3. You are to keep .^he check stubs current. 

4 You should obtain the amount of the deposit each day from the 
Cashier and enter this figure on the check stubs. 

C Bank Reconciliation Procedures . ' . 

1. Obtain a bank reconciliation form. 

2. Fill in appropriate blanks. 

3. The adjusted bank balance niUst b^ t^he ?ame as the adjusted check , 
stub baknce. • 

D. Filing Procedures 

The Receptionist is responsible for all filing. 



BANK RECONCILIATION FOR BOP, INC. 



1, Balance on check stub 

\ Subtract bank 

2. \ service charge$_ 



3, ' Adjusted checkstub 

ba 1 an ce $ 

(Should be the same cis adjusted 
bank balance) 

TO BALANCE YOUR ACCOUNT 

1, Write here the balance shown on this statement $. 



2. Add Deposits you have made since the date of this statement 

t 

Subtotal $' 



Subtract Checks oiitstanding (list checks issued but not yet charged 
on the bank st^t^ent) 

Number Amount 



Total Checks Outstanding ' 

Adjusted Bank Balance "• ^- 



(Should be the same as adjusted check-stub balance) 
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Task Sheet., Phase II 

1. Read the narrative fo^ Phase Il-carefuli;. Do not write or make any marks 
on the material at this point. 

0 rnmolete a deoosit slip in duplicate for the money received in connection 
wi?h the coupSn you have in your folder. Make the deposit slip out for 
bJp NC s?n ^he name and address, the current date, and the accoun 
nnmhPr ThP account number is 530.' List all checks on this deposit slip. 
Jndfcate the tS at S bottom. Double check this total to make certain 
it is correct. < - ^ * 

3 The day's coupons must be posted the Investor's Ledgers. The i"J°I^^^^'^" 
for filling out the top portion of the ledger can -be obtained from the% 
couDon s4 the Proced res Manual for details. If you use a posting 
mach??.G; chfck with your teacher for instructions on how to operate the 
machine. 

4. Complete the daily summary and recap sheet ^hen ^ou are- through po^^ 

This Sheet indicates the total which has been paid to each -ywestor. tniur 
mation for fil ing out this form is taken from the Investor's Ledger that 
^oJ post Jo each da? For deta-tls^'check your Procedures Manual. . 

t; Yni. are in charqe of the Petty Cash for the office. There is a total of' 
So in • "vrSdnJfor the Potty Cash Fund. -Before you- ttirn in therpetty 

• ■ cash at the end of the day, you should fill out the Petty Cash Reconcilia- 
"on, i n it. and take th^ report to your Vic President for verification 
and sign^ure. Then place the reconciliation back in your folder-. ^ . 

fi ThP Pettv Cash Book, gives a running .account of petty cash transactions. . 
You TaJ bc nterrup ed throughout the\orking day to make change, pay small 
Mils! or recBWe sm^ll sums'of cash. AJl petty cash transactions should 
be indicated in the Petty Cash .Book. 

7 Complete the insufficient funds procedures for the returned check from 
Lester 6. Aaron. Have the Receptioni|^make out a check for the full 
amount of the bad check. ^ 

8. An insufficient funds letter must bo written to Mr. Aaron infoming him . 
of his bad check. 

^ A welcome better should be written to ^^^h^customer upon receip^^^^^ 
^ fivct nAvmpnt Check vour coupons to see if there is a first payment, 

.'wmo a letted/ use the .an,e of your V1to.Pres1dent in the closing 
lines. The Payment Facts' Sheet should accompany the welcome letter. ^ 

« 

in ThP Pavmpnt Facts Shee^ontains information that will. be helpful to the 
SitoS lnfTrmatfor?o\his sheet is obtained from Master Customer 
List, an Pmortization Schedule and a coupon. 

11. Gather your materials together ^ preparation for your debr.iefing session 
with the President. ^ 
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MAKRAIIVE-CASHIER 

ft 

Melcome to the Cashier's position. Thumb through your folder as 
you read this narrative. Tho first documents are small, each one 
attached to a chock. . These .are coupons and are very vital to the function, 
of a mortgage loan company. Whenever a loan is issued, the monthly 
■^payment is usually made by check through the mail. Each customer is 
•provided with a s&t of coiipons ^•Jhich Mve been preceded so, all that a 
customer needs to do is attach his check to the coupon, place them both 
in an envelope and mail them to the mortgage loan office. BOP, INC., is 

y 

a mortgage loan business, and you as a Cashier will receive ^ese coupons 
and checks from customers through tlie mails. They must be processed daily. 

The next document is .a deposit slip. You 3re to total the checks 
which are attache^ to the coupons you receive each day. Each check is to 
be posted individually to the deposit slip. The ueposit slip is to be 
filled out as indicated in your Procedure Manual. 

An investor '5 ledger sheet is next. You are to record all 
transactions for each, investor to one of these sheets. Eacli investor 
has a separate ledger for this purpose. . . ^ 

Th2 amount the investor will receive is different from the amount 
: of the payment listed on the coupon. The investor receives only the prin- 
cipal, interest, and late charges which are due him. Additional money 
in the payment; like insurance and tax amounts, are kept in a reserve 
account by the mortgage loan cbijipar)^. You must get the amount owed to 
each investor from the appropriate amortization schedule. 

A mortgage loan company provides money for people like you and me 
to' use in -purchasing a home or piece of property. The mortgage loan 
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• conpaoy receives its money from people or large corporadons .vrth piofrcy 
■ to invest, and lends ilput at a s'lightly higher rate of interest. A 
record must be kept of all money recieved so that it is returned to the 
proper investor. The ledger sheets are uSed for that .purpose. 

; Next you see an amortization schedule. It looks like numbers un- 
limited. This schedule is numbered in the upper right hand corner. The 
basic information about the loan is recorded across the top of the page. 
Let's look at payment one on Schedule. 1 to see how it works. ' The total 
payment from this oorrower is alw^ $28.61. On pay^nt 1 , you pay 
$25.08 interest and $3.53 pri^icipal. This leaves a balance of $4,296.47. 
' There is a line for each payment. It is interesting to note just how much • 
interest is paid with each payment. 

The next form is a Daily Suimiary and Recap. It indicates the total 
that 'each in\>estor will recevve from each day's receipts. It is filled 
out from the investor's ledgers after all coupons, have been posted, , 

n9x.t is $400. which represents your petty cash fund. It is important 
that you can account for all petty cash money. Control of the petty cash 
fund 'is a"c€ompl'ished by using the petty -cash" book, paid out voucher, petty 
cash receipts, and petty cash reconciliation. Tlie'petty cash is to be ' 
placecj in some secure place at your station. It must no\be placed ip--^ 
purses or pockets. You will also be handed a receipt book which t§ to 
be used 'when a. customer needs a receipt. Don't forget the money when you 
leave. l{ is^to bo returned to your folder. Next, you will find a petty 
cash book sheet.- This form is used for keeping a running explanation, of 
how the petty calh is being used. You should record all 
transactions: 
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Next, you see a check which is marked with the words "Insufficient 
furds" in big letters across -the front of it. It is from Lester G. 
^ron. BOP, INC, guarantees payment to the bank for all deposits, and 
is responsible for making this check good. Check the Procedures flanual 
' for stepi in taking care of this fiction", c^Yoii will find a copy of a ' 
.'typical letter sent to the writer of bad check in your Procedures 
:;M&nual . * 

Welcome letter is' a lett^i whichMS v/ritten to every new customer 

:.'apon receipt of his first payr^sn't*. We are able to determine which 

* ► ... 

w customer is ne-r/ because £he p^yrfet)! nuirber lifted on the front of each 
"coupon is number 1. You have a first p^yrrent coupon in your file,- The 
\* coupon from fV. William E. Bird is to 5e answered with a welcome lett^' 
-patterned after tht^ one in your Procedures Manual. 

The next fom is g. payment facts, sheet which accompanies the welccro 
' latter- to the borrower' and indicates helpful information for his future 
use*.^ ^"nce this form is quite detailed, refer to your Procedures Manual 
. for specific instructions. The next sheets in your folder are BOP letter- 
heads to be used ^or'your letters. 

You will find a Master Custorner List in your student/s llanual . This 
contains valuable information for fi)(ling 6ut some of ywir forms, Details 
on hDw to use this list are recorded in your Procedures ?ianual. You 
should now read the Procedures Manual. When that is completed, read 
through the task sheet and begin your duties. ' - 



ERIC 
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CASHIER , 

Task f heet. Phase 1 11 , * 

1. Rc^d this entire page before you start work. 

2 Yoj are to pick up the petty cash from the Administrative Assistant at 
rh- b-^cinnip^ of yojr two-cay rotation and you are to turn the petty 

-ash in at the end of yojr two"- jay rotation. Cur-ng the time you have tne 
petty cash, you are to follov; all the procedures listed m yoXjr 
Procedures f',3nua1. 

3 When you r^^ceive the coupons wnich arrive in the mail, you must check to 
^ake certain the amcun: o-' the ch.eck agrees with the amount on the coupon. 

4 Yoj mu'^t the, -,ake out'^a a'3pos:t sl:p in duolicate for the checks received 
Co not's=pa;^:e ti.e check: froi the couDons. Take both copies o. the 
deposit to l.-o cank (Ac^i-.i strative .Assistant) . Be sure to return the 
initialed copy of the deposit slio to the Receptionist. 

5 Tnen -'-t eccn ccicc- tc the apprconate investors /ledger. This_gives_ 
each individual investor credit fo the ^:oney that/has been received or 
hira. " / 

6 You are to make cut a Dai^y Sunmary and Recap. You will do this by 

• footinc your postings on each individual Investor's Ledger and entering 
this cotai on the Daily Sunwary and Recap. 

7 Each couDon received v.'hich indicated this is. a Payment No. 1 for a^ ^ 
particular bcrrov,er --ust be noted so a lelcome Letter can be sent tO tha. 
borrower. 

8. Be sure tc ccTDlete a Payr^nt Facts- Sheet and enclose it with the Welcome 
Letter. ^ 

■9. ; samle '.JelccT^ Letter is included in your Procedures Hanual . 
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CASHIER 



Task Sheet 2. Phase II! 

K Read this entire page before you start to work. 

2. Several bad checks (checks which were returned by the bank because the 
drawer did not have sufficient funds in his account to cover the clieck) 
have beon returned to BOP, INC. 

3. When BOP, INC. makes a bank deposit, a portion of the deposit goes to 
each investor's account, -^'ow much each investor receives is determined 
by tne Daily Sumr.ary and Recap amounts. Because the tracing of an 
individual check to a pariicular investor's account would be very difficult 
BOP, INC.. upon receipt of - bad check, immediately makes out a check to 
the first Sincerity Bank of Idaho (this is where BOP, INC., maintains 

its account) to cover ine bad check. This keeps individual investor 
accounts frcn being affectod by - bad cneck. . * 

4. You should '.ave me -Receptionist naKG CJt a check to, the' First Sincerity 
Bank of Idaho for th'e total of the bad checks you have received. 

5. You snould w>-ite a 1-ettcr to each individual whj is responsible for a 
bad check telling hin he mast make the check good within a few days. 

4 

6. The BOP, INC.-, check writter, 'by the-^^eceptioni st to cover the bad check 
should be attached to the insufficient funds letter or letters so the 
Vice President can sign both at the same time. 

7. A sample insufficient finds letter is included in your Prdcedures Manual. 



CASHIER 

Task M.eet 1, Phase IV _^ 

1. Read thU, entire page before you start to work. 

2 Ycj are to aive the Receptionist a written request for a BOP check for 
$400 rr.^de ou": to PQtZj Cash lor petty cash fund. As soon as you receive the 
che-k, you are lo c^ish it at the "tank" (Administrative Assistant). .During, 
this time you have the- petty cash, you are to follow all of the procedures > 
given in the Procec''jres i-lanua i . i'.ake certain you reconcile your petty cash 
fund near the end of your third day as Cashier. 

3. When you receive the cojpons , you must checK to ma'(e certain the amount 
of the check agrees v/ith tlie amount orr tl.o coupons. 

4 "^ou mu-t then riiake o it c c_nosit ;lip in duplicate for tile checks receivco. 
Do not separa^2 the checks trop the coupons. Take both deposit slips to the 
"bank" vAdminis.rative ^vssistani). Be sure to Return the initialed copy of 
the deposit slip to the Receotionist. 

5 Then pos^ each couoon to th- appropriate investor's ledger. TM's gives 
each individual invests credit for the money that has been received for him. 

6 You are to msrcs out a Daily Surnnary and Recap.. You will do this by 
posting your postings on each individual investor's ledger and entering this 
total -on the Da^ly Sui:::nary and Recap. 

7 Each coupon .-eceived which indicates this is a Payment No. 1 for a 
particular borro.ver ru^l C3 noted so a Welcome Letter can be sent to that 
borro/er. A sa'^ple Helc&-2 Letter is included in your Procedures Manual. 

8. Be sure to canplete a Payment Facts Sheet and enclose it with the 
V.felcci^e Letter. 

h 
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CASHIER 

Task'^^ neet 2. Phase' IV 

1. 1 -ad this entire page before you start to work. 

2 " ^^-.-aral ba^checks (checks which were returned by the bank because the 
cc&'tie) did not have sufficient funds in his account to cover the check) 
nav5 t-Jtn returned to BO?, INC. 

. v;.-.on bCP, INC.-, makes a bank deposit, a portion of the deposit goes to 
'"•h Invenor's account. How much each investor receives is determined by 
ti.9 Daily Suimiarv and Recap amounts. Because the tracing of an inai vidua! 
check to a particular investor's account would be very difficult, BUH, INL. , 
urcr receipt of a bad check, immediately makes out a check tothe First 
Sincerity Bank of Idaho (this is where BOP, INC., maintains Us account) 
■Lv '.over tI-8 bad check. 




^ Vou shoul'i vrrite o -etter to each in>nrWual who Is responsible for a 
be-J check telling him he must make the check good within a few days. ^ 



Yc" should have the Receptionist make out a check to the First Sincerit: 
t:::-. cf Ir^i'ofcr the total of the bad Jhecks you have received. 

6 T:^- BGP, INC., check written by the, Receptionist to cover the bad check 
^^--yjU'acccn-.po.ny th- insufficient funds letter or letters to allow the Vice 
i^.-es-ident to sign both the check and the letter or letters at the same tims 

^7, A £--plc insofficient fur.ds letter is included n your Procedures Manuc 



f 
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procedure;s manual ^ 



CASHIER 

A. Insufficient Funds Procedures 

Occasionally a check is written by a borrower when there are not sufficient 
funds in the bank to cover it. As soon as it is processed by the bank and 
marked "INSUFFICIENT FUNDS," the check is returned to the BOP, INC. The 
check will come to your desk through the mail. 

Since BOP, INC., guarantees p'aymerit to the bank for the amount of that 
check, you shouliwrite a memo to the Receptionist asking him to write a 
check to the bank for the amount of the bad check. Include this check in 
the next deposit. Notify the borrower by letter thai his check has been 
returned. 

Procedures : 

1. Write a memo to the Receptionist asking for a che^ck to your 
bank for the amount of the bad check. 

2. Contact the borrower by letter asking for reimbursement. 
Bv^ Investor's Ledger ^ 

As the borrower submits his monthly payment, the proper amount must be 
credited to each investor by entering the amount on the investor's ledger. 

As each ledger is opened, .the name and code of the investor are placed 
at the top of the ledger sheet. Qn the sample ledger the name of the 
investor is American Investors Insurance Company and his code is 04. 

The "total amount paid" to the investor by the borrower is^he amount 
^ceived from the borrower MINUS THE TAX AND INSURANCE RESERVE PAYMENT. 
The total amount paid is the sum of the principal and interest. The 
payment total' is given -at the top of the Amoimzation Schedule. From the 
Coupon, find the number of the payment and then determine the breakdown 
of the interest and principal from the Amortization Schedule^ 

C. Amortization Schedule > 

■ V 

The purpose of the Amortization Schedule is to provide payment breakdown 
shewing principal and Interest amounts for each payment. The balance due 
on the loan is also included^ The schedule is divided irito two columis. 
Illustration 3 is one page. of an Anortization Schedule covering a loan 
of $21 ,200^t the rate of 6.5% interest. The monthly payment fs $149.23 
and the loan will be paid off at the end of 22 years iand 8 months, or^in 
272, pay periods. This pertinent information iV. recorded at the top of 
each schedule. BOP, INC, will be worknig with seven^ Anortization 
Schedules so be ^certain to use the proM/r one. 
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PROCEDURES MANUAL . " > 

Procedures: 



1. Sort the coupons according to investor. The investor 
code is the first two digits of the pasting code. 

Z. Locate amortization number on borrower's coupon. The 
amortization number is the last digit of the posting 
code. , ' . . 

3. Obtain payment number from borrower's coupon. 

4. Find corresponding payment number down left-hand portion 
of appropriate column on the Amortization Schedule. 

5. Determine the amount of interest, principal, and total 
amount paid for each coupon. 

6. Post these figures to the investor's ledger. 

7. .Continue posting until all coupons belonging to one 

investor ledger. • 

8. When the ledger sheet is filled, prepare a new one.. 



Example; If the payment number were 32 on i-Hxrstratidn 3, the amount to 
be credited to' interest would be $108.56 and the amount credited to the 
principal would be $40.67. The balance of* thej|ban would .then be $20,001.67. 

D. . Bank Deposit Slip 

The bank jeposit slips accompany all deposits to the bank.^It is a record 
of all , moneys included with the deposit and is prepared "in" uplicate. The 
bank number and amount of each check are to be listed on the appropriate 
side of the deposit slip. The front side of the deposit slip contains the 
name 'and address of the depositor, the date, and a total of the kinds of 
money included ih the deposit. Both sides of the deposit slip are shown 
in illustration 4. Both deposit slips are taken to the "bank" (Adminis- 
trative Assistant"). The initialed copy is returned to the Receptionist. 

E. Daily Suimiary and Recap " .. 

The Daily Summary and Recap contains a li^t of all the investors from whom ; 
the capital for loans is secured. Whenever money is paid by any of the 
borrowers, it will be applied to the investor who has provided the capital 
to secure, that particular Ipan. The Daily Summary and Recap shows the. 
total amount of money paid and a breakdown of * interest, prii^cipal, and 
late charges. The^nvestor's ledger is the source^of information for-the 
daily summary and recap. After all the coupons for the day have been 
posted to ttie investor's ledger, the total for eaph investor is entered - 
on the Daily Summary and Recap. ' • 

m 
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PROCEDURES i^NUAL ^ 
Procedures: 



1. Foot the dd4>W' postings on the investor's ledger sheets. 

2. Post the fpated totals of each- investor's ledger sheet*" to the 
Daily SuilBilTary and Recap opposite the name, of the appropriate 
investor. This will include the total ambunt of the peo^ent, 
the amount of interest, amount of principal, and the amount of 
late charge, if any. 

F.. Petty Cash Book , * ^ ' 

The petty cash book is kept in looseleaf style. For that reason, each sheet 
must be given a number which will follow the 'previous number. ABSOLUTELY ALL 
PEHY CASH TRANSACTIONS MUST RECORDED IN THIS BOOK. The date is to be the 
current date. The explanation can be v.ery brief but should be initialed by 
you. 

Procedures: • 



, 1. Use the turrent date. ' 

2. Explain Ijhe use of the funds. 
3., Initial the £xplanation'. »> 
4. Fill in the amount of the transaction in the proper column. 

The entry in the illustration shows a, purchase of ribbons made by Sarah Brown. 

G. Petty Cash : 

BOP, INC., established a petty cash fund of->$400. , ^ 
Procedures : 

1. Have 'the Receptionist make out a check for $400 payable to 
• ' petty cash; 

2. Cash this check at the "Bank" (Administrative Assistant) 
on your first day at this position. 

3. Counjt the cash to see that the $400 is there. You will be 
heldS^ responsible for that amount. Any shortages will be 
deducted from your paycheck. . 

• * » 

4. Place the box in a safe place in your desk. You are 
responsible for the security! of the^cash. 

5. As you collect. checks and cash throughout the day, keep all 
of the money in one p^ace. 
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PROCEDURES MANUAL 



6. For all petty cash transactions, an-entry must be 
recorded in the petty cash book. 

7. You may be asked for cash to purchase items needed in the 
office, such as stamps, supplies needed in a hurry, and 
emergency needs as dictated by the Vice President. Use 
the following procedures: 

a. Make out a separate petty cash voucher for each 
transaction". * ' " 



X b. The person receiving the -money must sign the voucher. 

c. The following information from the voucher must be 

recorded in the .petty cash book--^oucher numbers, dates, 
explanation and, amount to be^ paid out. 

8. When a borrower comes into^'the office to make his payrtlWf^ 
he -will often pay it with a check which is for more than 
the amount of- his payment. You should accept the check, 
make correct change frfim your petty cash fund, and yrite a 
receipt for t,he amount of the ''payment in duplicate. Record 
this transaction in the petty cash book. This "check is 

' " kept in the petty, cash box until the petty cash fund is- 

, ' " reconciled at which time it is deposited. If the check 

amountss to'more than you can change, you should go to the 
bank (Administrative Assistant)- and cash the check. As 
soon as the check'is cashecl, you accept the proper amount 
of the payment, write a receipt for the amount received and 
place the cash in the cash box. , 

9. When the cash in the petty cash fund reaches a high of 
approximately $600, a bank deposit slip is filled out with 
the amount over $400 deposited in the bank (^iven to the 
Administrative Assistant). 

/ ■ . 

10. When the cashin.the petty cash fund reaches a low of 
" .approximately $200, have the Receptionist make out a check 
payable to petty cash for an amount sufficient to replenish 
I the supply of money back to $400. The check is taken to the 
banK (Administrative Assistant) who exchanges the check for ^ 
"the cash. The cash is then replaaw in the petty cash box. 

* * 

n. Before leavinq the position, you must' reconcile the petty ■ 
' cash fund to $400. 

ft * * 

12/ At the, end of youf rotation, you should reconcile the petty 
cash fund ^n the petty cash reconciliation form. List the 
total amount of cash, any holdover checks,, the' total of all 
money paid out and , then total these amounts. "Subtract the 
total ^ount of the received column. If this doe^ not equal 
$400, indicate the discreptency in the over and short. Cash 
overs ar^ subtractied from the cash^ shorts are added to reach - 
.the grand totali pash-overs should be indicated by putting the 
ffgure? fn par^ntf^ses. * An earnest effort should be made to 
^> * * track down the cause of overs and sfhorts. 
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PROCEDURES MANUAL ^ 
BOP Welcome Letter 

Upon receipt of the first payment from a borrower, BOP, INC., sends a welcome 
letter. The new owner is the same as the name of the borrower. Record the ^ 
loan number from the coupon. The statement "as of" refers to the date of the-^ 
payment. No more than two of the-ne>^four lines will be complet^ on any one 
sheet. In the example, Mr. Bird has' a conventional loan (as all BOP loans) so 
the loan balance after Paymant No. 1 is listed in the blank. The next line to 
be completed is the on»H5hich states when the next payment is due. This date 
should be one month later. The' amount is the total monthly payment. 

The informatiorl for the blanks below the double line is obtained from the ^ 
Auxiliary master customer list. The amount of the principal and interest, taxes, 
and fire and hazard insurance are to be found on that list. The total of those 
figures must equal the amount of the enclosed payment on the coupon. When the 
payment facts sheet is completed, enclose it with the BOP, INC., welcome letter. 

Procedures : 

1. Remove all coupons which are payment number one coupons 
from the incoming coupons. 

2. *VIrite a welcome letter using the illustratioh :as an example. 

3. Complete the payment facts sheet and enclose it with the 
letter. , 
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BOP, IMC. 

Career Avenue^ 

Going Places, ID 832-21 



DAILY SUMMARY AND RECAP: 



Date September 23 



Investor Investor^ 
.Code Paid 


Total 


1 

Interest 

.,,f 


Principa'l 

. . ^ 


Late ^ 
Charges . 


1 • Aetna Insurance Co. 


1 
1 


c 

, p 


! 




1. Allstate Insurance Co. 


! 




1 

• 1- 




3. American Insurance Co'. 


$177.84 


$.119.12 


$58.72 




4. American Investors 
Insurance Co. 


12§.41 


97.85 


28.56 


* 


5. American Western Life 
Insurance Co. 




• 






6. Anchor National Life 
Insurance 








' - 


7. Bankers Life & 
Casualty Insurance 










8. Beehive Insurance Co. 






M 
P . 

I"' 


■ 


9.^ California Westoijg 
Life Insurance 










10. Continental Life 

Insurance Co^. ' 










11. Farmers Insurance 
Group 










12". Mas^^chu^tts Hutu a 1 
Life Insu^nce 




J 

1 


i 




/ TOTAL • . \ 

^ 


,^304.25 


$216.97' 
• V 

-SO- 


'187.28 





• -^ . . T y 

Career Avenue ' " 
roinr^ Places, >Ida:.o * > 



INVhSTOR 

COD?; 



d; 



^ Sept. 23 
Sect. 23 



ERIC 



25.08 
72.77 



rr>:- CI PAL 

3.53 
2.5.03 



> 



■^OT/O:. A^^U^^T PAID 

28,61 
97.80 




BOP, INC. 



CAREER AVENUE 
GOING PLACES, IDAHO 



Date 



Name . ^ 

Adress^ 

City, State, Zip Code ' ' ' 

Salutation: ' . 

You are hereby notified that your check for $(amourt) drawn to our order 
on the (Name and Address) has been returned by. the bank l«cau«^ of insuf-' 
ficient funds. 

We Ask that you make this check good within ten days^oj the date of thii 
Jetter. In the event that you fail to do so, we shall proceed to protect' 
our j'nterests by other methods. 

Complimentary close, ^ . . • 



Name 

Vice President 
reference initials 
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CAREER^ AVENUE 
GOING PLACES, IDAHO 



DATE 



PETTY CASH BOOK*. 



EXPLANATION 



20. Typewriter n'bbons 



21 



Check for Mort. Pay. from Lester G. Aapotr 



'oayement is $ibb;\UU 



I 



V 



PAID OUT VOUCHER 



DATE: r\^0). ■ \Q,- - 



No. J 5 



PURPOSE OF EXPENDITURE: 



Al-ioUNT: ^ \0.nr\ 



RECEIVED BY: 



ERIC 



PETTY CASH RECONCILIATION 



$312.50 



450.00 



89.00 



Cash 

Checks 

Vouchers paid out 

Plus petty cash deposits 

TOTAL 

Less Total of Received column 451.50 

(Over)v and short [ 

GRAND TOTAL $400.00 



851.50 



Date 



7/23 



/s/ Jane Doe 



Cashier 



/s/ John Johnson 



Vice President 




RECEIPTS 



* ^ * 

* . ' Till ?9 * 

* * 

* RECEIVE!? oj ' Lester Aaron * 

* Ope hundred sixty-sjSc and po/100 * 

; ~1 ^"^ * 

* * Mortggge Payment > * 

* * 

* $ 166 • do _ _ , J ^ * 



* 7 * 



****** 
* 



********ilt****************** 



* 
* 



* - 7/21 19 

* : = * 

* RECEIVE? oi R^ese Allsop * 

* ..Tva- hundred twel\^>e'i»nd no/ 100 POLLARS * 

* . / . ^ . • * 

* 'Mortgage Payment ' . * 

if * 

* ^ 212,00 ' ■] * 

* : .J ^ * 



Date 




CAREER? AVS>>}y g 
GOIMG PI ACSS, IDAHO 



Mr. Kill i an F. Hird 
9r>6 Eclipse Way 
Arco, lU 33213 

Dear llr. Bird: 

lielcome to BCP . . , 



and thank ycu sincoroly for the conf idotic^M^u, h'aW shov;n in tJn'sJcorpora tion 
by pemittinq. us to cooperate in the fiPr^ncinr of, your" proB.erty. 

For your convenience* v/e have sunriarf ze^.^ pertinent to your loan on the "Facts 
She%}:/' Please refer to this nun/er vHen writing* js about any inatter as this 
Ij^ojl assist us in nivinc oroppt attention to your correspo^?tcfenc5. 

IJe have given you a packet containino nontfily. renjttajic^ notices for twelve ' ^ 
moKths. Each payrcnt nust be occonpaniec* by 'a' remittance notice. 'DO {!0T SEND 
THE EiajRE BOOK. Payments should reach>this office o n or before the FIRST 
day of each nonth. Late paynents are subject to a late charge and coul.d^ impair 
your credit ratinq. - , - ^ ^ ' - 

Each year a supply of fenittance no.£ices and envelopes will be forwarded for your 
use. Ue v/ill also provif'e you with an annual stater-ent immediately after the 
first of each year shcwipff information that will be helpful in preparing your 
incoTO tax return. ¥our reserves for taxes and firo insurance premiums are only 
estimated. If we have an excrss it will be held as a credit io yqii^ account, 
subject to your order, and if we do not have sufficient funds to take cafe 
these items, we will notify you. Please inform us if a change should be made . . 
fn your insurance or ^f you report a claim under the policy. Also, <lo let us . " ' 
kr\ow promtly of any chanqe in yoiir address of sale of the property on the form 
enc;losed in your packet. \ * 

\ * 

We look forv;ard to the oppor^tunity of doing business with you and .hope you will 
call on us any tinie. ' ■ ■ ^ 

Very truly yours, ' , v • - 



ilame 

Vice President 

LGy:lm 
Enclosures 



Ui 1 1 i am E. Bird 



04-007 



X' 

Pa^c.2 

PAYMENT FACTS 
NEW OWNERS: 
YOUR LOAN NUMBER: 
^IGINAL OWNER: 
As of 

there is a principal balance on your FHA loan in the amount of $ ^ 

and/or a balance ,on your VAloan of''' * $ 

" and/flr 'a "balance, on Conventional loan of $ 4,296.47 
■ and/or a balance on your Installment Mote of ' $ 



October 1, 1974 



Accumulated credit^representing trust funds, presently totals $ 

Th.e next. payment on your account is due \ November K-1974 



in the amount of 



$ 42.00 



This monthly payment is allocated as follows: 



FHA 
VA 

Conventional 



Principal and Interest 
Principal and Interest 
Principal and Interest 
Special Assessment 
FHA Mortgage Insurance 
Deposit for Taxes 

Deposit for "Fire & "Hazard Insurance 
'Other 



s 

Monthly Side-Agreement (Installment Loans), 



28.61 



10.72 
2.67 



TOTAL $42.00 



ERIC 



-61- 
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BOP INC. 
Procedures 
and ^ 
Task Sheets 
for 

Posting and Tax Clerk 




POSTING AND TAX CLERK 



Task Sheet, Phase II 



1. Thumb through as you read the narrative. . 

2. Check the coupons. Notice payment number, loan number, posting codes, 
and payment amount. ' 

3. Complete the information needed at the top of each borrower's ledger 
using the Master Customer List. Place the name of the borrower and 
his mailing address in the proper place. The first two digits of the 
loan number indicate the investor. The next three digits indicate the 
borrov/er's number. For Mr. Clifton A. Abbott, 03 is the number of the' 
investor.' The originaljoan amount is given to you on the Amortization 
Schedule. You may leave the maturity date blank provided -it^ not 

the first payment date. You can project ahead to find the maturity date 
according to the Amortization^ Schedule. 

4. Post to each borrower's ledger using information from the coupon, the ^ 
Amortization Schedule to get the correct amount of interest and the 

, correct^ amount of the principal. Make' certain that the payment number 
on the coupon corresponds with- the number you are using on the 
Amortization Schedule. 

5. Usi'rfg the Loan Card and the List ot County Assessors irj your folder, you 
should type a tax request letter to the Bonneville County Assessor 
rjerSihasting the tax amount for John Briggs. 



6. G^itfie^ your materials together in preparation for^your debriefing session 
wi tf^ the teacher. 




7 



NARRATIVE — POSTING AND TAX CLERK 

.Today you are the Posting and Tax Clerk. The first documents you see'^^ 
in this folder are four coupons. If you have been through the Cashier^s 
position you have already seen these coupons'. You see that these coupons 
have the name of the borrdwer liear the bottom on the left. The first one 
is M^P Clifton Abbott who makes a payment of $42 each month. On normal 
office circumstancos you will receive this coupon from the Cashier af ter^^ 
it has been processed. It is/a major document within BOP, INC., and one 
with which you will become very familiar, 

The next documents are the borro\^/er*s ledgers.. There is. one to match 
each of. the four coupons. Each borrower has one ledger." The ledger is 
initiated v/hen the borrower 'opens a loan. All transactions made by the 
borrower are recorded to.-this ledger. 

The next documents are amortization schedules. You will notice that 
you have several schedules. In the upper right hand corner you will find 
handtJl^tten ilumbferS one, tv/o, three, etc. These^indi<ca,te separate schedules. 
An amortization schedule is -merely a long prepared list of payments showing ^ 
along with the new. balance of that loan. On" schedule one, for instance, 'look 
down the left-hand column and find payment 10. The total amount of the 
payment is $28.61 as recorded at the top of the schedule. OY that $28.61, 
24.89 goes for interest, $3.72 goes to the principal which leavjss an unpaid 
balance on the mortgage loan of $4,263.79. 

4f\ your\manual you will find a Master Customer List upon which is 
recorded much .pertinent information necessary for the completion of your 
work. After^you have read your Procedures Manual, refer back to your task 
sheet and compl^et(§ the remainder of the problems. 



POSTING AND TAX CLERK 



Task Sheets^hase III 

1. Read this entrre page before you start to work^ 

2. BOP, INC. has^n agreement with e^ch'investor that we wi;ll pay the 
taxes on all mortgaged propert/; Therefore, each borrower must pay 
a certain amount each month for taxes on that- borrower*s mortgaged 
property. To find the amount of taxes on each piece of mortgaged 
property, the Posting and Tax Clerk sends the original of the Loan ^ 
Card to the xounty assessor of the county where the property is located. 
The county assessor writes the amount of taxes due for that property 

on the b*ek of the loan card and returns it to BOP, INC* BOP then 
pays the taxes on £he mortgaged property if the borrower has paid^; 
enough money into his tax reserve. Wore money must be requested ff the. 
borrower has not paid an amount sufficient to cover the tax 
assessment, f 

3. You should type a letter requesting the tax assessment for each 
borrower listed on the attached sheet. 

4. Only one letter needs to be sent to each county assessor requesting 
the tax assessment even though there is more than one Loan Card for 
that county. 



5. A^ample Tax Request Letter is attached. The names and addresses of 
each county assessor are in your procedures manual. 

6. To find the enclosure(s) (Loan Cards^ for each" letter, yojfmust go 
to your Loan Card File which is filed first by county and\then 
alphabetically by name within that county^ The original of the Loan 
Card should be enclosed with the letter and the duplicate should be 
left in the Loan Card Fije^ 

7. ^ ^You are to post each Coupon you receive to the^ropef" Borrower's 

^Ledger. ^ ^ / 



PROCEDURES liANUAL 



POSTING AND TAX CLER^ ' o « * 

A. Borrowers' Ledger . , - 

Procedure for filling out borrower's ledgers . A borrower's ledger must be' 
filled out for each borrower. When a ledger is full, prepare a new one. 
Fill in the. complete name and address. Insert the borrower's investor , 
code. The first two digits of the pojsting code are the numbers of ^he 
investor code. For Mr. Clifton A. Abbott,- the investor nunfier is 03. The^ 
I'ast digit of the 'code 1s the amortization schedule posting code number. 
The name of the investor can be obtained from the list-of investors. f 
Investor Number 03 would be American Insurance Co. The' total monthly payment 
amount will be obtained from the master customer list, also the principal . 
and interest, insurance and taxes. The original loan amount is given to- 
you on the amortization schedule indicated by the coupon'. 

B. Tax N otices . ' ^ 

All BOP, INC., borrowers pay their taxes on a monthly basis, which is 
included with their mortgage payment. When this occurs, which is included ^ 
with their mortgage payment. When this -occurs, the mortgage company 
places the tax money in a tax reserve until time for the tax payment. 
Since taxes vary from year to. year, it . is inipossib^le to determine, an 
exact amount. For this reason, the ta>^ reserve^is only an approximation. 

As the taxes become due, the posting and tax cleric writes a tax request 
letter to request a tax st^itement on that specific property. He encloses 
a loan card'on the back of which the county assessor returns the loart card 
tp the mortgage company far-processing. " • . 

The tax assessment should be checked against the tax reserve amount for 
each borrower. The yearly tax reserve can be found by multiplying the ^ 
amount of the monthly tax payment (found on the borrower's ledger) by 12. 

If the tax reserve is sufficient to cover the amount of- the taxes, type 
a tax letter of transmittal and write a memo to the receptionist asking 
him to write a check ntade payable to the county assessor. Only one check 
need ^e submitted to.'each assessor* to cover all^ taxes for all borrowers 
in that county, ' " ' 



If. the^ax reserve is insufficient to cov^ the tax amou 
cirlar t^n*ower,5ia^/equest for additional tax reserve -^fu 
be, type* 





Tor a parti- 
letter should 



Be certain, the foan card^ -are, refi led correctly by county . • * 
C. Moan Cards ♦ . ^ ■ } ""^ 

* The^loan card is^he woYking dement used in the servicing of the tax . 

procedures for each borrov/er*4 loan. The card shows the loan number, the 
, name of the borrov^r, the amowt of the loan, the investor, the. address of 

the borrower,* in taH[gs.t and the legal description of die property^n^which ' 
^-thcHoan is based: ^ The reverse side of the loan car/ is used for recording 

tax information. . x . . 

• - V i ^ 

The loan jcard is filed tirs't by county and then alphabetically by borrower's 
name within that county. -The name q/ the coun^ is recorded on the ^ 
borrower's JedgeV. lllustratrbn 9 \% a list or the cities and counties 
for all BOP customers. ' 
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'' • . . "POSTING AND TAX CLERK'' 
Task Sheet Phase' IV 

1. Read this entire page , before you start t^ work. ^ • 

2. Each county assessor has written the taX \assessment <the taxes due) 
on' the back of each Loan Card and returrte'd it to BOP, INC. 

3. You" should check ttie tax assessment against the tax reserve amount 
for each borrower. The yearly tax reserve can be found" by multiplying 
the amount of the monthly tax payment (found on the borrower s 
ledger) by 12. ' " - , 

4'. You should pay -the taxes for each borrower with sufficient money 
in, his tax reserve. You do this by having the Receptionist write a 
check with a letter of transmittal. Only one check needs to be sent 
* to. each coytnty assessor to cover all the borrowers in that county. 

5 'You should type a letter of transmittal to'tran'smit the^ check to the 
(appropriate county assessor. The cKtsck should accompany-.tfie letter 
' fof transmittal wh^ it goes to the Vice President for signatuice.\„. • 
7 A. sample letter of transmittal and the names and addresses of each- - 
county assessor are '^eluded in your procedure .manual . 

<6 ' If the tax reseVve is insufficient to co\(ef the tax aijiount^fw a-. 
particular borrower, yoii'should type a letter to that borro5/er and 
^'"^ ask fpr additional fuNs. A' sample request for additional t^^ --^ 
reserve'l'unds ^6^-ijv^your procedure. manual . ^ --t- ^ 

7. Be certain the Loan^-^^ds are^^filed wh^n you are finished - 
working witrh them. . •. ^ • 
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SAMPLE TAX REQUEST LETTER 



B 





CAREER AVENUE 
GOING PLACES, IDAHO 



Position and County 
Address 

' City, Stat^ Zip \ ' 

Salutation: 

o Re;. Request for Tax' Notice(s) 

'^We are enclosing (Insert the quantity of Loan Cards you are enclosing) 
-tax card (s) on which we would like to request the tax notice (s) for 

^^1? . We will appreciate receivinjg the card(8) and notice (s) 

^ as soon possible. ^ - 

^' Your i^ssifftance is appreciated. • ' 

Complimentary close, » 



NaraeV 

Vice President 

reference initials 
£nclosure(s) 



ER^C 



,\.A 

'A 



SAMPLE LOAN CARD 



Cot ni 



D' or' 

^'o' c 



^rr^oT^ r/ 'c, JP „ 7^^^" Investor, 



^hrvTs of I'o-.e Op ;:on 

Irterest Kate fi^' 



ot ' loo:: liinboV^i L .r 



T.e Oc3cript ion 



a 

' } 



COUNTIES 

ADA 

ADAMS 

BANNOCK 

BEAR, LAKE ' 

BINGHAM^ 

BLAINE 

BONNEVILLE 

BUHE 

CARIBOU 

CASSIA 

CUSTER 

ELMORE 

FREMONT 

ID^O' . ^ 

JEFFERSON 

MADISON 

MINIDOKA 

PAYETTE 

POWER' - 

SHOSHONE 

TWIN FALLS 



COUNTIES THAT WERE USED IN BOP, INC. 

ADDRESS .. 



' ASSESSOR • 
VIRGIL T. KING 
K. C. -BRONSON 
K. C. BROWN 
DON K. JENSEN 
DARREUL K. WILSON 
DEtMAR NICHOLSON 
AARON J.. ROBINSON 
HAROL^ ANDERSON 
, JOHN BRdWER 
CALVIN G. HEINER 
JAMES H.' STARK 

" RONALD ROSS 
FLOYD LAW " ■: 
C-. H. HOEKER 
VERL C. CRIPTAL 
BEN SUfWERS 
CLAUDE E. BOWMAN. 

- NORTON B. RANDOLPH 

fTnTON NELSON 

>v'' 

KENNETH lEWIS • 

; /- - 

CLIFFORD- THOMPSON 



COURTHOUSE, BOISE, ID 83702 

COUNCIL* ID ' 83612- 
P0CATELLO,CtD 8320J 
PARIS, ID /83261 
BLACKFOOfi ID 83221 
" HA'ILEY, ID 83333 

^.Wm FALLS, ID 83401 
^ ARCO, ID 83213 
GRACE, ID 83241- 
" BURLEY, ID „ 8331 8 
" " MOU'flTAIN HO^»E, ID 835^ 
" ' " CHALLIS, ID 83226 

ST.tANTHONY, ID P?'*^' 
" GRANGEVILLE, ID 83520' 
" RIGBY, ID 83356 ' ' 
REXBUR6, ID 83440 ^ 
RUPERT, IP: 83356 
PAYEqTE, ID 83661 . 



'AMERICAN FALLS, ID 

83211 
WALLACE, ID. 83873 

TWIU FALLS^ ID 83301 



SAMPLE TAX'ICTTLP, OF TnAHSIUTT/U 




0 



CAREER ^AVENUE 
GOING PLACES, IDAHO 



Date 



Position and County 
Address 

City, State Zip 
Sdluation: 

Enclosed is our check in tiic ar^ount of S (indicate total of 
all ciiecKs you are fenclosinr) ,for payncnt of taxes for the follov/inp* 
person (peopl e) ''and property (properties). Please credit his (t;heir) 
account(s) for that amouilt. 

iJame^ of Jaxpayer ' ;^ • ► 

" Loan lie. > . . 

Cegal Descri i-J on cT Proper {,y - ^ . ' / 

^ Amount of ^axes Paid . * ^ ^ 

(List all taxpayi^rs for ;;.ion you are paying taxas) 

. Complimentary <:lose, 



4 yiwji 

Vtee President 

reference initial 5^ 
Enclosure(s) 



5*1 



BOP INC. 
Procedures 

and 
Task Sheets 

for. 

Insurance Clerk 



1 



ERIC 



9 



0 



INSURANCE CLERK 




Task Sheet, Phase II , ' • ^ • " 

1. As you thumb through the folder, read the Narrative. Do not write 
6n sample forms- or instruction 'sheets . • ♦ 

2 Using the Master- Customer List in your student manual, check to 
see that all of the information on the three insurance' poll cies is 
correct. Check the following items: Name and address of insured, 
property description, amount of coverage (same as amount of loan). 

3 For each policy that has an error, fil^out a policy Correction ^ 
Form You are to indicate all errors. Write the name of^the insured 
as it appears on the poTicy, the policy number, and today s date. 
Check the insurance company involved, then make corrections as needed. 
The incorrect insurance policy and correction form will bC mailed to 
tht insurance company so the policy can be corrected. 

4 If the policy is. correct 'in every detail, write a policy approval 
letter similar to the one in your procedures -manual to the customer 

■ indicating the policy has-been accepted. Obtaln_f rom._the Master Custo(fter 
List the amounts'to-be filled in on each blank for principal, interest, etc. 
Make sure the tat al * payment in the letter agrees with the Master Customer . 

List. 1 , .] .. 

5 A tickler caVd;'should be completed for.e^acH co.rect policy you 
ree&iVe. This cariis filed by expiration Jata and "tickles' (or reminds) 
w'hen the policy itVafers to is about to expire. This saves you from 

qoi no-through the complete file of insurance policies to find the ones 
^ whiX are expiring. You should put the completed tickler card in your 
folaer. ' ' . - , 

•6 When«^er you receive a, policy cancellation notice, you/must write a 
policy cSncellation letter similar to^the one in your pro^dures 
manual. You should consult the numeric rotary file toffnd the name of 
tjie^ customer who has the policy indicated on the cancellation- notice. 

Gather your materials together in preparation for your debriefing^ 
session with the president. ' ^ , * 



ERIC 
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WSUSjaCE . CLERK 



A 



Task Sheets Phase II, No. 2 



1 All insurance policv-^ rec\ved by BOP, INC., -must be^Jroces^Bd^to 
determine if the right ci^tomer,\p»;opert;^, and mortgage amount is 
covered by the .insurance. . ^ * 

2. By using your Master Customer l\st..you can determine whether or not^ 
each policy is correct. 

'3. You should fill but anj/isurance P^>Uty' Correct-ion Fom on e^ch 
incorrect policy. • , 

4 You should write' a Policy Approval L^ter to each borrower with a 
correct -policy telling him hii insurance Ifas been approved. A 
sample. Pol icy Approval Letter is given in^W procedures manual, 

5. You should fill out a Tickler Card on ea\i correct jnsurance 
policy. 



NARRATI VE'^NSURANC^L^ RK 



Welcome to the insurance clerk position, a very vital lyik in" the complete 
operation of 'BOP, INC. Thumb through the forms as you rea)kthis n&rrative. 
Your purpose as an insurance clerk is to sTee that all loans aVe adequately 
insured. You are a person we mUs^t rely upon to: accomplish this. 

"In« your folder you will find three fire insurance policies. These 
policies contain all of the essential information necessary for a policy: 
A real policy'is much mor*e complete and official looking, .but because of 
the difficulty of reproducing an actual policy we (provide the impor^tant 
information only. Later you must check all of ' the Jnformation against the 
master customer list to see that all infonpation is correct. 

The next form is an Insurance PoVicy- Correction fonri providedj^to make 

corrections in the event there is an error on thet^oliqy. This must be 

filled out and sent to the^Mnsa*sance company when an .error is found ort the 

^policy. You must*Q4ndicat§ on this form what is to .bj corrected. 

> The next form ia a policy'^ approval letter which indicates thait insurance 

has been approved. When yoy find that^the insurance policy is correct in 

every detail, you are to type a policy approval letter to the customer 

indicating that this insurance has "been obtained by BOP, INC,, for the 

customer*s •mortgage. You are to get from the master customer list the aihounts 

to be filled \x\ on each blank for principal, interest, insurance , premium, 

deposit taxes and deposit T6r'' fire and hazard insurance. One thing^yoti 

should understand is that the deposit for taxes and for fire and hazard 

insurance is not a part of a payment. These funds are a deposit which is 

- " * % 

held by BOP, INC., so the taxes or insurance tan be paid when they come. ^ 
The next form is a policy cancellation notice letter. Wh^r> you receive' 
a policy cancellation notice letter (an example is giVen in your Procedures' 
Manual), you roust write to*thcit customer and tell him that his insurance ^ 
policy must be renewed. 

-61- . ^ . I 




The nek form, a tickler card, has many uses. It is filed according to 
the ^insurance expiration date in the upper right hand corner. It is also 
used for checking th6«accuracy of the policy cancel l.c(tionJetter.. 

0 v , 



\ 
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INSURANCE CLEf^K 



s 
4. 



PROCEDURES MANUAL 



A 



\ 



A. Policies ' . i . ' 

Since all mortgages must be covered by adequate itisuranfce, there is an 
■ ^ Insurance policy for each mortaage han.eM'ed by BOP, INC.^ You must check alj 
policies for accuracy in three .najOr areas: 

-J. The. name 'and address of the. insured / • - 

1. The legal description of the property 
3. The amouVit of C9verage. 

The Master Customer list will -pro.vide all of the i nf amati on needed for . ' ^ , 
checking- policies. ' . * " ' 

B. Insurance Policy Correction Form • , 

. -Any errors-fouad -on" insurance p64icies must be corrected by using th_e^ 
Insur^nqe_PoTjcyCor recti dp Letter. . . , , " - ' 

- . " P'rogeiJttres; , ■' . " ^ ' 

>..'^- . , "Pyfle^tbe cuf-rent^tiate. U - ' : - 'V' • - 
. 2. Type-ithe name and address of- the Insun^nce- fcompany. - . 

<''-.V"v ^7. V^'-^r'-'S/. TypG^ tbp nam^of thf ppTlcV hpl(^^^ . 

f ' ; *-x,**-v^ • "policy^' ."' ,• ••' (".' , -"- ■ . • ■ "t - ■ 

: .. \ :/^„,i?5?pe the-rtumbe^of 'the- po'UcV.aV .if. appeals on the insurance poUcy. • > 

■' - / V v'S^' FiW -irt onlyAt^ 

. rl*\ PoVrdvAppnoval Letter '^ 'i , . . " " " '^^ - ^^^^""7^ 



If ybVfi-mf.'the policy qbrc^jct,. you\should::typ'eJ.a-porTicy apprQvM"lett6r. . 
T.h^-Tte.ms>.f jSrincipal, 'interestc^'h'surajjcS,ran<^ taxe,s. eaiT be obtained Jrom-: 
'the -Master GustOltier Lis t.,.:-:^' '' ^ . > 




^''b'. • ^t Riyii cv .RenewaU- - " " " ^ »' - '\ . 

. . ■ "yp0h^,fe€giptj)f-a''pktc5^ 

^ *' 4- -^^enewtl'-agSi^sf tTi^J;!^ reserve: of^ ?adi borrower. Thfe yearly - .* 

iftstifflnc6' reserve eaii. be'-found bjr,imrt^^1irtng the^JaiTO , ^ ; ,* 

j^urance payrjient (fotind either' s^r'ySut "'Master Cu^t$^^^^^ Ust or on the A^;; ' ^ 
borrower,' s'Tedger) ^.^l^^siffTtheVip^Ajranc^ jresepV^ ^s sbf f i cient to, ^ , ; 

coyer the amount. oT -the .fn^fao.ce-r'yqu' ^hcrtiJd .ty^^^n insui'ance Vetter oj>' 
transmittcel an^ write a 'itremo-'to.ttie Recep^i>i^t asicing for a. ch^k fo;- the- 
amounfof the insuraWce geptewal .m^rfe! payaDlei^to ihe' Insurance' company; • ; ^ . 
The address of the- insurai^ee' company pan i^e. ^<fet&rl!\it<^ by /consul tmg the . • ; y 
, l.ist of insurance companies If theLinsuranee-n^^jf^^ /- . 

.- ' . to cover the-U"s'fra1^C& amount, for ^a pajr^fiulaP'^^^^ * 

a reques-t for additwnaX'fundf T<^^et; to the j5pjro\,ve%as king- for. ■ -..y 

^ . additional fundsi ' ' '.•;;^'>> ' ' ^■^^^> y y ■ >■ 

■- ^' 

* •■ ■/*' " ' • ' , 

ERIC , ' . • • / . .y:-, " ' .^"^ 
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> . Tickler CaY'd ^'"'i: afr ^ ' " " ^ 

, ' ■ ■ • .. .-^ ^ . 
A. tickler ,c^rd is mads up for each newly received or renewed correct policy. 
' The card-is fikM by ^p'oT' icy. expiration date. The tickler card file enables 
the insurance' clerk- to identify the policies which will expire durrng each 
month . , 



*^ j^. PQiitrCahcellation Notice and Policy Canc ellation Letter 



.The'Mlky cancellation aotice is letter from the insurance company 
• - - " indi eating'^ 'a- ptilTcy whi ch vti 1 1 be cancel led if payment i s not. received 



within -ai"30^'da5'- grgce period. * / 

■'-Ijpon receipt *6f tTil 'policy cancellation not^C6^ yoif^mMst ch^k the notice 
against the tickler i;ard. -If thg tickler' car^ date agrees with tlje date 
on- the cancellation nbti'ce you must then type a policy cancellation 
'letter to the borrower,.*. . • • ' 

If the tickler' ,card datrs does not a^V-ee with the cancel latibn notice 
dat'e>;'W>'it» to the' insurance comparry' to verify the date. 



<^ INSURANCf TlERK 



Task Sheet, .Phase III, No. 1 . • - 
-1. Read this entire page before you sta|t to work. y 

2. You#ar,e to 'type a membrandum to .your Vice President concerning the 
insurance policies that are'' due to expire ^next month and the month 
following. The subject of this m^mor^dum is "Insurance Policy 
Expiration List." Using your tickler ^'ile, you s^jould list the 
policy number, name of the insured, and the date of expiration of 
Qach po.Ucy. 

3. All insurance policies received by bW, INC., must-be processed 
to determine if tjie rigtjt customer, property, and mortgage amount 
Is covered by the'" insurance. ' ■ ^ ^ 

4. By using your Master Customer List, you can determine whether 
or- not each policy is correct. 

f 

5. You should fill out Insurance Policy Correction Forms "on each 
incorrect 'policy. 

6. You should write a Policy .Approval Letter to each borrower with a 
correct poli'cy telli^ig.him' his insurance has been approved. A 
samlMe Policy Approval Letpr is given in your procedures: manual. 

7. You should fill out a,Tick/er Card on ^ach correct insurance policy 



INSURANCE CLERK 



Tas k Sheet 'Pnase III. Mo- 2r" 



1. Read this entire page '|)ef ore you start to work. ^ 

^2-. On £ sheet given to you biy the president you will find the n^mes of 
borrowers for whom you are to renew insurance policies. 

3. You should check "the cost of renewal against tf^e insurance reserve 
' amount for each biDrrowef. The yearly irislirance reserve can be found by 

multiplying the amount of the monthly insurance payment (found 
• either in your Master , Customer List or on the Borrower's Ledger) by 12. 

4. If the insurjance "reserve is suffi,cient to cover the amount of the 
premium, you should have the Receptionist write a check to the 
appropriate insurance company. Only one check covering the insurance 
for all- borrowers '^/hcse premiums are due^eeds to be sent to each company 

5. You should type af\ Insurance letter of transmittal to transmit the 
check to ttie appropriate {nsuranee company. The check should be 
attached to the Insurance Tetter of transmittal when it-goes to the 
Vic-e President for approvals A saroffe letter of transmittal and names 
and addresses of eacfi 'insurance comGany arc included in your procedures 



6. ' If the insurance reserve is insufficient to cover the insurance 
* amount for a particular borroK-er, you should type, a request for >^ 
additional insurance reserve funds letter to that borrower asking\ 
for additional funds. A sample letter is included in your procedures 



7. You should type a new Tickler Card for each policy' which you ren^w, 
and you shou-ld put the Ticker Card in your "out" basket. _ - " 




manual . 



manual,. 



\ 
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INSURANCE CLERC * ' ' 

Task 'Sheet, Phase III, No. 3 ' ^ ^ ' 

1. Read this entire page before you start to work. 

2. BOP, INC;,. has an obligation to its investors to keep all mortgaged 
property adequately insured. 

3. Sometimes ^a borrower does not respond to ^ request *f or additional 
insurance funds as rapidly as BOP,^INC., would like. When this happlens, 
BOP usually receives a Policy Cancellation Notice from the insurance 
company indicating a policy is about to^exp;re because of nonpayment 

of premium. * 

4. A Pjolicy Cancellation Letter mtjs*t be sent then to the borrower ^ 
indicating that action will be takea if, he does not send the additional 
amount necessary to pay the premium. A sample Policy Cancellation 
Letter is given in your procedures manual. ^ 

5. You are to send' a Policy Cancellatign Letter to each borrower [ 
.identified by a Policy Cancellation Notice. ' |^ . 

5. The Loan number and Policy number are identical.. 



INSURANCE^ CLERK . 



Task Sheet, Phase IV. No. .1 . '■ f 

\ * 

4 • ^ 

1. Read this eatire page before yoi^ start to^work. 

2. You are to type a. 'memorandum to your Vice President concerning' the 
insurance policies, that are due to expire^ncxt month and the 

month followfng. The sutrject of the memorandum is, "Insurance Polic/ 
Expiration List.". Using* your ' tickler file, you-should list the. 
policy dumber, name of the insured, and the date of expiration of ^ 
each policy. - * . / . ' • . ' * 

3. All insuraYice policies rcceiveA BOP, INC., must be processed 
to determine .if the right customer, property, and mortgage amount?^ 
is covered by the insurance. ' . ^ * - 

4. By using'your Master Customer L4st, you can determine whether 
these three things are correct on ea^ch policy. 

5: Jou shouTd fill out an. Insurance Policy Correction Form on 'each 
incorrect policy. 

6. You should write a Policy Approval Letter to each borrov/er with , 
' a correct policy telling him his insurance has been approved. 

A sample Policy Approval Letter is given .in your procedures manual. 

7. You should'^il] out a Tickler Card on each correct insurance 
polity. - V, ' . ' ^ . 



\ 
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INSURANCE CLERK 



Task Sheet, Phase IV, No. 2 



1. Read this entire page before you start to work. 

2. On a shee"t given to you by the president you will find the names 
. of. borrowers for whom you arc to renew insurance policies. 

3* You should check the 'cost of renewal against the .insurance reserve % 
amount. for each borrower. Tho yearly insurance reserve can be found 
by tnultiplying the amount of the monthly insurance payment (found ' 
either in your Master Customer List or on the Borrower's Ledger) by. 12. ^ 

4a If. the insurance reserve is sufficient to cover the amount of the 
premium, you should have the Receptionist write* a check to the 
appropriate insurance company. Only onq check Covering the insurance for 
all borrowers v/hose premiums ^re due needs to be sent; to each company. 

5: "iou should typ^ an 'insurance letter of transmittal ito transmit the*^ ^ 
check^to the appropriate insurance company. The cheeky silould' be attached 
to*the insurance letter c^f transmittal when it goes to*the.^Vice President 
for approval. A sample letter of 'transmittal and the nalhes and addresses^ 
* of each insurance' company are included in your procedures mdnual. 

6. If the insurance reserve is insufficient^o. cover the insurance amount 
^or^di particular borrower, you shoQld type a request for additional 
insurance reserve funds letter to that borrower asking for additional 
funds. A sample letter is included in your procedures manual. * 

7. You should type a new Tickler Card for each policy which you rJenew, 
andt you should'put the Tickler Card in your "out" basket. 
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Task Sheet, Phase IV, Hlo- 3 



1. Read this entire page before you start to ^ork, 

1. BOP, INC., has an obligation to its investors to keep all mortgage^ 
property adequately insured. 

3, Sometimes a borrower does not respond to a reqUest for additional, 
insurance funds^as rapidly as BOP, INC. would like. When this happeni, 
BOP usually r-ecii^es a Policy Cancellation Nitice from the insurance 
company indicating the policy is about to expire because, of nonpayment 



'of premium. 



i 



4, A Policy Cancellation Latter must then be sent to the borrower >. 
indicating that action will V taken if .,he ^oes not send the additional 



A sample Policy Cancellation Letter 



ing 

, amount necessary to pay the^remium, 
is given \x\ your procedures manual. ^ 

5, You are to send a Pol1^ Cancellation Letter to each borrower 
identified by a Policy Cancellation Notice, 

6, The loan number arid^Pol icy., number are identical. . 
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ILLUSTRATION 1 



SAHPLE CORRECT FIRE INSURANCE POLICY 



POLICY W. 09-040 



INSUREE Cr-iliforn ia l'lpf;ter n Life Insurance 

INSURE D L;^;;ter G. Aaron [ 

ADDRESS ' : " ' 



LEGAL DESCRIPTIOM Lot 31, Block 20. Su n^ot. Heights Addition #4 _l 

Blackfeot. ID 83221 . 



Af-IOUNT OF -COVERAGE (Loan l^omt) $18,000 



EFFECTIVE DATES OF POLICY January 'I. 19--, t Q ^Ifinuarv 1 . 19- 
COST OF COVERAGE $108 



SAMPLE irfCORRECT FIRE INSURANCE 



POLICY 110. 05-0S1 y 



4 



INSUREE Western Insurance, 942 East Eleventh South. Washi ngton . 0. C. — 22 097 

INSURE D ' Robert H. Abel _: . , — 

ADDRESS ' : . '. : 



LEGAL, DESCRIPTION . Lot. 13, Block 22. Highland Roa'd 'Addi tion #3; 
* -5 

Pocatello, ID 83201 . 



AMOUNT OF COVERAGE V (Loan Amount) 



EFFECT I VE.*OATES OF POLICY March 1, 19--, to January 1,'19- 
COST OF COVERAGE $134.40 



/ 
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^Date ^ 

\ 



BOP, INC, .( c 
^ • Career- Ave'riiie ^ 



Going Places, Idaho 33221 



Gentlemen: ' - . 
Subject: Insurance Policy Number - 

Subject policy will be canceled on if 

>enev;al premium is not rece'ived-r 

Present coverage is effective until end of thirty-days grace 
period. • ' ' ^ ' , ^ 

Sincerely, 



Premium Clerk 



ERIC 



-72- 



POLICY APPROVAL LETT£R 



BC^P, INC. 



CAREER AVENUE . 

GOING pla'ces, Idaho; 

iJecember l6, 197^f . ' » 



Blaine Abraham, 
2910 Cascade Way 
Declo, ID 83323 

Dear Mr, AUrahamj 



It is with'a great deai of pleasure 'to .advise you that your 
application for Mortagaf^e 'In^rance has b.een apprbv4d. Enclosed 
is a copy of your policy which you now hold with us. 

Below is listed the'composition of :yaDur payment including the 
preminim for this protecti^on: . 

Principal and Interest ' S119.76 
Interest Rate ' ^ 7.% 

Deposit on Taxes ^ ' 32.7^ 
Dfepsoit on Insurance . 9*QQ 

Total Monthly Payrrient ^ ) ^ SI66.OO 

We congratulate you for participating in this program and we 
trust that you will feel a greater measure of security in * 
knowing -that you have provided for any emergency with this 
in5:urance..^f you have .any 'quest io^s* concerning this^ matter, 
please do. ^ot* hesitate to contact u^^ at your convenience. 

Enclosed is a new s^t of coupons • "In order to avoid the possi- 
blity 'of confusion, we ask that yoji destroy any others in your 
possession, - /j^ ■ ' 

^ . ^ ' ' ^ ^ J ' 

C.brdially yours, ^ • ^v' 

Brian Jimenez^ * . 
Vice, President 

8 

3J: mc * 

is 

Enclosure 



Date . • ^ ' ' ' 



Afiriress - ^ ' ' ^ . ^ / 

City, State 7ip * - . . \ * T * 

Sdlutati^: / ^ ' ^ * • " ^ ' > 

Enclosed is rur ch^cl^ in t^^' amount of $( indicate total of all chect;s 
you arl? ^^rcl^^in.') f^r. F/v/itfnt of insurarco preriurv(s) for the.fonowing 
p^rson(s]^, Phase credit his (their) account{s) for^that ainoiint^'' 

['lane of >n*^nrpr) x ' 

Insurance P^'li^y ^o? • ^ * " ' 

/^nrunt of Irs'jr(>nc'^ preriun ; 



(Inst all persons for whom you 'ere payin^q insuranEe premiums) 
Conplifpentary close, • '''i ■' / 



Vice President 



'If 



refcrerce initials ^ ^ 

Effclosurels) . " ' 
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ADlJlJICilAL iriSl'RANCF. PISCRVE FUIjDS - SAMPLL RtQUEST- 




CAREER AVENUE 
GdiNG PLACES, IDAHO 



Date 



Name 
Address 

City, State Zip 



Saluationf - , ' . 

'As^you know the arrount you pay each month. for. insurance is only 
estimated*. ^Ue i^^ce'ntly received renewal'^notites from (insert 
name of insurance company) indicatinn a premium due of (inswt 
amount of insurance premium). Th/i-s amount exceeds your reserve 
by ^^(insent amount). Pl'ease sen'd this additional amount to -tls 
by (allov/"15 days). - ' * 

In order to avoid an additional, paynont for your next insuraTfce 
premium, you should i.ncreaser the .amount you pay by $(indiga^e 
amount per month ) per monjifi, UQP, INC., is now in the p\^ociess ^ 
of revising payment schedules for many borrowers v.^o have^'^thiS' 
saftie problem due to rec^at premium hikes. Ytiu v/ill'^eceive / 
a new coupon book soon vnth -'the increase included. H^en you do, 
destroy the did. coupon bcqf. and submit your rrext pa^^ent xisijiq 
the new coupon book. ' \\ -Sk^ 

Because 1t is ir'portat/t that the insurance premium b.e 'paid' as - 
^qujjl^ly as possible,* i^n: early -response to this lettcjc would 
b^'^ppreciated. ''r < " . ' ^ - 

Compl i (.le n ta ry clos^e^'* / ' . / 



4 



tiame 

Vice .President 
reference initials 



Name ofjBorTbvJ^ ^' ^\ 
Address ^ < v 

Ci ty, State -Cdde' 



Salutation : • ■ - ; 

Subject: Loan No. (insert loan Ihdniber ) ' ' - 

.Your insurance policy covering property m which we hold a mortgage will, 
expire -on (allow thirty days) because oV nonpayment of pf^emlum/ As you 
know, BOP> inc., inust pay the insurance premium and must'hold the orfgfnal 
of the insurance policy at all times. \J 

A short time ago we sent you a letter indicating your insurance reserv.e was 
inadequate to pay your insurance premium.. We^have not yet received your 
check, , • . . ; • ; ^ 

If your check' is not received. withl!^ ten' days from the date of this letter 
w^\/ill have no other alternative than to pay your premium and take legal 
action against you-as this -constitutes a mortgage default. ' - - 

Compl iiTientdjiy close, 

X: ■ ' 

Vice 'President \, 

\* \ \^ i • j 

*ceferenoe initials \ ri • 
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